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0. Thefirst number in the table is based on the series number in AFI 37-160V6. Numbering Publications, which prescribes
the creation or maintenance of the records listed in the table. The second number is assigned for control purpose only, to
indicate the number of the table within the series, and does not correspond or relate to the same sequential numbered Air
Force publication. For example, in table 10-1 isthefirst table in the 10 series DLTs. The tables are arranged in numerical
sequence by these numbers.

0. Thetabletitleidentifies the subject matter included in the table.

0. The column headings are assigned alpha designators so that each column may be quickly and accurately referenced in
either written or oral communications.

0. Column A provides a general description of the records covered. Read down column A until you come to the category of
records required.

0. Column B is a further general description of the records identified in column A. These descriptions also cover general
categories of forms and reports. Determine what portion of the description applies to your particular situation. Use
AFIND9 and AFIND12, and command IND9s, to determine the prescribing directive for specific forms. A review of the
DLTsin the same subject series should provide a general description of the forms, reports, or other records of the series.

0. Column C may indicate an organization or level of command where the records are filed; if not, the rule applies to any
level accumulating the records described, and column C isleft blank.

NOTE: As used in this manual, major subordinate command refers to the headquarters of an activity between a major
command and subordinate elements to which authority has been delegated to initiate and promulgate policies and
procedures or to exercise managerial control for a major segment of an Air Force or command-wide function. Thisincludes
headquarters of numbered Air Forces, areas, regions, and comparable levels.

0. Column D provides appropriate disposition instructions, based on conditionsin columns A, B, and C.

0. Column D may refer to another table or rule for disposition. If so, cite the reference table and rule on file plans and
disposition control labels. The authority number in column D is the National Archives and Records Administration
(NARA) or General Records Schedule (GRS) approval number for the retention period. Include this authority number on
the SF 135, Records Transmittal and Receipt, when retiring records to federal records centers.

0. Column C may indicate a specific copy. If not, the rule applies to all copies, regardless of their location, except copies
required by other directives to be given to individuals concerned or filed in personnel records.

0. An asterisk with the rule number indicates a new rule or a change in disposition authority (column D), or any major
changein columns A, B, or C.

NOTE: References in column D or DLTs to “NPRC (MPR),” “NPRC (CPR),” and “WNRC" refer to records centers
indicated in AFI 37-138, attachment 2. Use full name and geographical address, asindicated in AFl 37-138, attachment 3,
when shipping records or corresponding with those centers.

NOTES. Explanatory notes or lengthy exceptions may be added to the end of a table as notes. When notes are referenced
in atabletitle or rule, they are part of thetitle or rule, and must be considered in applying the disposition standard.

Records Common to All or Several Functional Areas. General correspondence files are covered by table 37-11, whether
permanent or temporary, and pertain to all functional areas. Other records common to all or several functional areas, or for
which there is no specific prescribing directive, arein the 37- seriesDLTs.

Citing DLT References. On files plans and disposition control labels, cite the exact table and rule number which provides
for the disposition of each series of records listed. Abbreviate by indicating “T” for table, and “R”

for rule (for example T10-1, R4) and, if necessary, specific column (for example 4A, 4D).

Cutoff Dates. Cutoff dates, indicated in AFl 37-138, Table 3.1 are used unless otherwise indicated in the DLTs.

10. Operations. These tables cover records pertaining to policies and procedures on operations.
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USAF/X0OXJ

TABLE 10-1 |
JOINT CHIEFS OF STAFF RECORDS |
A B C D
R
U
L | If the records are or
E | pertainto consisting of which are then
1 | Joint Chiefs of Staff | JCS papers implemented by the they have the same
(JCS) documents AF, and made a part of the AF disposition as the records
documentation of the action they document. AUTH:
implemented N1-AFU-90-3
2 JCS papers received for destroy when superseded,
informational purposes only obsolete, or no longer
needed. AUTH: N1-AFU-
90-3
3 brief packages, brief sheet, | at HQ USAF/XOXJ retire as permanent after 5
index, coordination and receipt years (See Note). AUTH:
shest, talking papers, NC-174-151
background papers, service
changes, and other related
papers to support brief package
4 at other than HQ | destroy after 3 years or
USAF/XOXJ when no longer needed,
whichever is  sooner.
AUTH: N1-AFU-90-3
5 Air Force responses to JCS | at HQ USAF/XOXJ retire as permanent after 5
taskings (replies and support years (See Note). AUTH:
material) NC-174-151
6 at other than HQ | destroy after 3 years or

when no longer needed,
whichever is  sooner.
AUTH: N1-AFU-90-3

NOTE: Transfer to National Archivesin 5-year blocks when latest record is 25 years old.

by AEW&C units during
Dualex operations

TABLE 10-2 |
AIR SURVEILLANCE RECORDS |
A B C D
R
U
L | If the records are or
E | pertainto consisting of which are then
1 | control logs data on routine daily | a aircraft control and | destroy 1 year after close of
surveillance operations warning (ACW) units | the calendar year in which
and airborne early|last entry was made
warning and control | AUTH: N1-AFU-90-3
(AEW&C) units
2 data on AEW&C aircraft on destroy after 3 months.
active air defense missions AUTH: N1-AFU-90-3
3 recorders logs, telling sequence destroy after 2 months.
and interception action records, AUTH: N1-AFU-90-3
and comparable forms which
supplement such records
4 teletype record logs prepared destroy after 1 month.

AUTH: N1-AFU-90-3
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TABLE 10-3 |
TRAINING REPORTS, SPECIAL EXERCISE AND MANEUVER PLANS
RECORDS
A B C D
R
U
L | If the records are
E | or pertain to consisting of which are then
1 | tactical evaluations | reports and other data used | a8 MAJCOMs and | destroy after next evaluation is

in evaluating a unit's
capabilities as demonstrated
during a training exercise
conducted in either live or
synthetic environment

bel ow

accomplished, or on change of
weapon system, whichever s
sooner. AUTH: N1-AFU-90-3

2 | (RESERVED) (RESERVED)
3 | systems training | recurring reports destroy after 1 year. AUTH: N1-
status accomplished in compliance AFU-90-3
with a System Training
Program (STP)

4 | training aids maps or charts indicating destroy when training aid is
name and location of units removed from control. AUTH: N1-
having a controlled training AFU-90-3
aid; description of the aid,
etc., including requests for
use, approval or disapproval,
shipping  authority, and
shipping instructions

5 | specia exercise and | journals, logs, messages, destroy when no longer needed.

maneuver plans punched cards, film dtrips, AUTH: N1-AFU-90-3
and tapes used to record or
report exercise play or
pertinent portions  for
evaluations

6 operations and deployment | a8 MAJCOMs and | destroy 3 years after exercise has
plans and orders, related | below been completed, or when declared
records prescribing  the obsolete, whichever is sooner.
training of personnel, testing AUTH: N1-AFU-90-3
of equipment or both, used
in planning for and
participating in command
post exercises or sSimilar
unilateral joint maneuvers

7 | continental test | plans, orders, and supporting

records background material created
by AF activities participating
in joint testing
8 final reports of tests disposition  pending. AUTH:
Unscheduled

9 | (RESERVED) (RESERVED)

10 | overseastest records | plans, orders, and final disposition  pending. AUTH:
reports created for and in the Unscheduled
name of Joint Task Force

11 | plans, orders, and | reference copies of material destroy when no longer needed.

reports

identified in rules 2 through
10

AUTH: N1-AFU-90-3
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TABLE 10-4 |
WARTIME PLANNING RECORDS |
A B C D
R
U
L | If the records are
E | or pertain to consisting of which are then
1 | master set of plans the USAF Wa and|a HQ USAF and|retire as permanent  when
Mohilization Plan (WMP), | MAJCOMs superseded, obsolete, or when
USAF Panning Concepts implemented, one copy of all plans
(The Plan); Continuity of with essential source material,
Operation (COP DAF) Plan; annexes, appendices, tabs, and all
Survival, Recovery, and changes thereto (See Note).
Recongtitution (SRR) Plans, AUTH: NC1-AFU-79-2
augmentation plans, and all
plans written in support of
JCS, HQ USAF, and unified
command plans
Joint Operating | camera ready pages, | at specified | hold for 2 years when no longer
1. | Panning  System | background material, JCS | commands required by the JCS, retire the
01 | (JOPS) master set of | approval  records, maps, record copy and all background
plans flight plans, charts, and information as permanent (See
TPFDL Listings and agency Note). AUTH: NC1-AFU-79-2
coordination sheets for JOPS
prepared Operation Plans
2 | support plans records smilar to those destroy when superseded or
described in rule 1, received obsolete. AUTH: N1-AFU-90-3
from subordinate echelons,
lateral commands, and other
defense agencies for
monitoring purposes and/or
for coordination of planned
operations
3 | implemented plans | a master Set of [ a implementing | retire as permanent (See Note).
implementations  of  the | headquarters AUTH: NC1-AFU-79-2
planning records covered in
rulel
4 | basic planning | basic wartime plans, destroy when related plan or order
records operations plans and orders, is superseded or obsolete. AUTH:
augmentation plans, N1-AFU-90-3
continuity —of  operations
plans, and similar media
with essential source
material providing guidance
and requirements to support
higher headquarters wartime
planning
5 | reference plans war plans and similar media destroy when superseded, obsolete,
received for review and or no longer needed. AUTH: N1-
guidance AFU-90-3
6 | background material | correspondence and related | at MAJCOMSs destroy when related plan is
support data furnishing input superseded or obsolete.  AUTH:
to MAJCOM wartime plans N1-AFU-90-3

NOTE: Transfer to the National Archivesin 5-year blocks when latest record is 25 years old.
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REGION OPERATION CONTROL CENTER (ROCC)/SECTOR OPERATION CONTROL CENTER

(SOCC) RECORDS

A B C D
R
U
L | If therecordsareor
E | pertainto consisting of which are then
1 | adaptation data technical papers, studies, | a& command level | destroy when superseded, obsolete,
reports, and related | and below or no longer needed. AUTH: N1-
engineering or operational AFU-88-41
data, including geographical
features, weapons and
missile characteristics,
equipment capabilities, and
other pertinent data
2 | computer data created incident to| a command level | destroy when no longer needed.
programming designing, planning, | and ROCC/SOCC | AUTH: N1-AFU-88-41
constructing, and/or | programming facility
operating phases of
ROCC/SOCC  and the
computer program  (new
content), with related
equi pment changes
(retrofits), etc.
3 master file of program card destroy replaced or superseded
decks program card decks 60 days after
the succeeding program is declared
successful and operational. AUTH:
N1-AFU-88-41
4 active card decks reflecting destroy 30 days after data becomes
air survelllance, westher, obsolete. AUTH: N1-AFU-88-41
weapons status, or other
local variables
5 program write-ups, various destroy obsolete card/tape-loaded
EAM card decks, related program card decks with related
electronic tapes containing electronic tapes and program write-
instructions  designed to ups when no longer needed.
control the operation of the AUTH: N1-AFU-88-41
ROCC/SOCC computer
according to predetermined
reguirements
6 standby file of obsolete card- destroy after 30 days. AUTH: N1-
loaded program decks and/or AFU-88-41
partial program decks
7 duty rosters, EAM cards and destroy after 6 months. AUTH:
consolidated rosters detailing N1-AFU-88-41
individuals for computer
operation and/or
maintenance duties
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TABLE 10-5
Continued.
A | B C | D
8 coordinators notebooks destroy when no longer needed.
containing entries involving AUTH: N1-AFU-88-41
monitoring and control of
program card decks,
writings, tapes, plug-in
units, and related program
material
9 computer use  monthly destroy 6 months after
planning schedules implementation or when declared
forecasting availability of obsolete, whichever is sooner.
ROCC/SOCC  computers, AUTH: N1-AFU-88-41
letters, messages, and
similar media reflecting the
planned operational state of
alerts; eectronic changes,
synthetic exercises and other
reguirements affecting
computer usage
10 | technica library | master copy of all program | a8 the  software| dispose of according to the
materials card decks, computer | support facility applicable rules relating to the
magnetic  tapes,  maps, specific records. AUTH: N1-AFU-
scripts, aids and other 88-41
materials used in the
production of and/or
produced to accomplish the
required tasks
11 | (RESERVED) (RESERVED)
12
13 | technical memoranda | ROCC/SOCC technical | record Sets at | retire as permanent (note 2).
(manuals) manuals, published system | software support | AUTH: N1-AFU-88-41
notes, etc. that describe | facility
system design, operations
and limits
14 copies destroy when rescinded, superseded
or no longer needed. AUTH: N1-
AFU-88-41
15 ROCC/SOCC manuals, | a& command level
notes and guides that | and below
describe system data and
data characteristics
NOTE(S):

1. (RESERVED).

2. Transfer to the National Archives at end of system life-cycle.
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TABLE 10-6 |
OPERATIONAL REPORTSAND ANALYSES (seenote 1) |
A B C D
R
U
L | If therecordsareor
E | pertainto consisting of which are then
1 | combat operations accounts  and reports | as a result of actual | retire as permanent (See Notes 2
describing combat action, | combat, located at | and 3). AUTH: NC1-AFU-80-8
objectives, originator, (Microfilmed: NC1-AFU-83-95)
accomplishments, results, | MAJCOMs and
loss of personnel, [ major  subordinate
equi pment, material, | commands
aircraft, and related data
as a result of actual | destroy after 1 year. AUTH: N1-
1 combat, located at | AFU-90-3
01 any agency other
than the originator,
MAJCOMs or major
subordinate
commands
2 as a reslt of | destroy when no longer needed.
peacetime operations | AUTH: N1-AFU-90-3
or exercises
performed to
simulate, test,
evaluate or support
emergency war
orders and alied
activities
3 | analyses memoranda, reports, | record copies retire as permanent (See Notes 2
drawings, charts, graphs, and 3). AUTH: NC1-AFU-80-8
gatistics, and other (Microfilmed: NCI-AFU-82-34)
reference  and source
materials  incident to
analysis and study of AF
operational activities,
problems of air warfare,
equipment, weapons and
weapon systems, tactics,
strategy, organization, or
any other fidd of
responsibility
reference copies destroy when no longer needed.
3. AUTH: N1-AFU-90-3
01
4 | sonic boom data data bank records, | a HQ USAF and | destroy after 30 months. AUTH:
schedules, comparable | MAJCOMs N1-AFU-90-3
forms, and related papers
5 logs aa MAJCOMs and | destroy after 1 year. AUTH: N1-
operational units AFU-90-3
6 | aircraft maintenance | significant historical data disposition pending (See Note 4).

(AFTO Form 95) and
related records of aircraft
lost in combat and aircrew
status is unknown

AUTH: Unscheduled
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NOTE(S):

1. Seetable 61-5 for disposition of operational test and evaluation (OT&E) records.
2. Transfer to the National Archivesin 5-year blocks when latest record is 25 years old.
3. Microfilmed copies of special intelligence records at HQ AFIC shall be transferred to the National Archives when 50

years old.

4. These aircraft maintenance records, normally disposed of in table 21-6, are considered as operational records until the
plane's aircrew statusis resolved.

TABLE 10-7 |
OPERATIONS SECURITY (OPSEC) |
A B C D
R
U
L | If the records are or
E | pertainto consisting of which are then
1 | OPSEC survey reports | reports of surveys listing | at MAJCOM OPSEC | destroy after 5 years, or 1 year after
findings and | OPRs next survey of same activity,
recommendations/correctiv whichever is sooner. AUTH: N1-
e actions taken AFU-90-3
2 below MAJCOMs destroy 1 year after al action has
been completed or when no longer
needed, whichever is sooner.
AUTH: N1-AFU-90-3
3 | OPSEC data base functional  profiles and | at MAJCOM OPSEC
related data OPRs

4 | OPSEC dtatus report

semiannual status reports

at HQ USAF/XO

retire as permanent (See Note).
AUTH: NC-174-107

at MAJCOMs
OPSEC OPR

destroy after 3 years. AUTH: N1-
AFU-90-3

copies retained by
preparing activities

destroy after 1 year or when no
longer needed, whichever is
sooner. AUTH: N1-AFU-90-3

NOTE: Transfer to the National Archivesin 5-year blocks when latest record is 25 years old.

TABLE 10-8 |
SYSTEM S RECORDS (407L/412L) |
A B C D
R
U
L | If the records are or
E | pertainto consisting of which are then
1 | computer program data | program/version  histories | at  TACS Support | destroy 5 vyears after system
and program/ equipment | Division, incident | discontinuance, or when no longer
change records to the operation of | needed, whichever islater. AUTH:
the 407L System | N1-AFU-90-3
and the SPATS
activity incident to
the operation of the
4121 System
2 magnetic tapes, computer destroy when no longer needed.
printouts, and punched AUTH: N1-AFU-90-3
cards
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TABLE 10-9 |
CIVIL AIRCRAFT USE OF USAF AIRFIELDS |
A B C D
R
U
L If the records are
E | or pertainto consisting of which are then
1 approved requests civil aircraft landing permits destroy 2 years after expiration date
(DD Form 2401) and related of DD Form 2401 or when
correspondence superseded. AUTH: N1-AFU-86-
50
2 civil aircraft hold harmless
agreements (DD Form 2402)
and related correspondence
3 civil arcraft certificates of
insurance (DD Form 2400)
and related correspondence
4 copies of rules 1, 2 and 3 destroy 2 years after settlement of
records required for insurance claims or completion of
insurance claims resulting adminigtrative actions. AUTH: N1-
from an accident or violation AFU-86-50
of AFI 10-1001
4.01 computer printout listing of destroy when superseded. AUTH:
landing permits N1-AFU-86-50
5 disapproved correspondence and related destroy after 6 months. AUTH:
requests data N1-AFU-90-3
6 | foreign government | correspondence and related
requests disposition actions approved
by SAFIA
7 fees and charges seetable 177-10. AUTH: N1-AFU-
90-3
TABLE 10-10 |
COMMAND AND CONTROL |
A B C D
R
U
L If therecordsareor
E pertain to consisting of which are then
1 | aircrew management | forms and related records | a  command  posts, | destroy after 2 months.
and aircraft ground | pertaining to arrival and | operations centers, airlift | AUTH: N1-AFU-90-3

handling actions

departure briefings, alerting and
billeting information and other
pertinent data, including data for
reconstruction of actions
sequence after termination of
mission, and airlift movement

messages

control €lements




AFMAN 37-139 1 March 1996 11
TABLE 10-10
Continued.
A B C D
R
U
L If therecordsare or pertain to
E consisting of which are then
2 mission following folders forms and related records
which record
arrival/departure  times,
mission numbers,
complete mission
itineraries, aircraft delay
information and  other
pertinent data
3 | controller certification record written record of personnel | certification destroy upon
certified to perform duty in reassgnment  or
the command post retirement of
personnel for
which record was
created. AUTH:
N1-AFU-90-3
3.01 decertification destroy upon
decertification.
AUTH: N1-AFU-
90-3
4 | controller training records controller recurring testing destroy after 1
and controller  formal year. AUTH: N1-
training AFU-90-3
5 | eventslog record of aircraft destroy after 3
arrival/departure and months.  AUTH:
monitor key personnd, N1-AFU-90-3
VIPs and dgnificant
events
6 | event/incident  reports  (OPREP- | reports using command destroy after 1
3H/B/P) (see note 1) and control channels to year (see note 4).
notify commanders  of AUTH: N1-AFU-
events or incident of 90-3
international, national,
USAF, MAJCOM, or
significant news media
interest
7 | operational status reports (named | reports using command
OPREP-3s) (see note 2) and control channels to

inform commanders, at
any level or significant
information of operational
Or mission concerns
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TABLE 10-10
Continued.
A B C D
8 operational support monitoring reports | reports using command
(see note 3) and control channels to
notify HQ USAF and
operational commands

concerning information on
combat support situations,
an assessment of current

capabilities, deficiencies
affecting  support  for
planned or current
operations

9 | availability of commanders reports advising higher destroy after 3
headquarters  of the months.  AUTH:
whereabouts of N1-AFU-90-3
commanders

NOTE(S):

1. Event/Incident reports (HOMELINE, BEELINE, PINNACLE) contained in AFMAN 10-206, chapter 3.

2. Named OPREP-3 PINNACLEs, and operational status reports contained in AFMAN 10-206, chapters 3 through 6.
3. Operational support monitoring reports contained in AFMAN 10-206, chapters 7 through 13.
4. Dispose of per table 10-6 those reports generated as a result of actual combat; or if peacetime operations or exercises
performed to simulate, test, evaluate, or support emergency war orders and allied activities.

TABLE 10-11 |
SINGLE INTEGRATED OPERATIONAL (SIOP) AND CONTINGENCY/TRAINING PLANNING RECORDS |
A B C D
R
U
L If therecordsareor
E pertain to consisting of which are then
1 |revisons of the| operational and intelligence data | at operational units destroy when revised
SIOP, contingency or | essential to the successful execution of plan is implemented,
training plan specific sortie(s) of a unit's Emergency superseded, obsolete
War Order, contingency operation, or or no longer needed.
training operation AUTH: N1-AFU-90-3
2 | planning records annexes to the SIOP, basic wartime | at intermediate | destroy when
plans, operational plans and orders, | commands, NAFs, | superseded, obsolete

augmentation plans, continuity of
operations plans, and similar media
which provide essential guidance and
reguirements to construct,
support/implement higher headquarters
wartime/contingency planning

operational units

or no longer needed.
AUTH: N1-AFU-90-3
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TABLE 10-12 |
SPACE OPERATIONS |
A B C D
R
U
L If the records are or
E pertain to consisting of which are then
1 space object detection | space observations, orbital elements, | at responsible activity | retire as permanent
and tracking system | sensor calibrations, parameters, and (note 1). AUTH:
historical data | solar flux N1-AFU-91-26
(previoudy orbital
element cards)
1.01 computer tape data for updating the destroy when no
historical data base longer needed.
AUTH: N1-AFU-
91-26
1.02 duplicates of rule 1 records
2 space object | radar or photometric amplitude data | of special interest | destroy when no
identification (SOI) recordings (most representative of | longer needed after
true features) object decay.
AUTH: N1-AFU-
91-26
3 of routine interest destroy when no
longer needed.
AUTH: N1-AFU-
91-26
4 digitized and | destroy when no
transcribed on cards longer needed.
AUTH: N1-AFU-
90-3
5 discrimination information
transmitted by SOI capable sensors
6 SOl parameter data (includes pattern | reports generated or | destroy after the
recognition data) received at aldata has been
centralized location entered into the data
base. AUTH: N1-
AFU-90-3
7 reports generated or | destroy after 1
received at a tracking | month, or when no
Site longer needed,
whichever is later.
AUTH: N1-AFU-
90-3
8 a summary of SOI | destroy when
analyses in a satellite | superseded or when
numbered sequence no longer needed.
AUTH: N1-AFU-
90-3
9 time sequenced logs of significant | at tracking sites destroy 1 year after

operational events

last entry in the log.
AUTH: N1-AFU-
91-26
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TABLE 10-12 |
Continued. |
A B C D
R
U
L If the records are or
E pertain to consisting of which are then
10 computer printouts of satellite track destroy when

data, mission planning logs, records
of message transmissions, positional

superseded or when
no longer needed.

checklists, etc. AUTH:  N1-AFU-
90-3
10.01 SOl tasking messages destroy after 3
months. AUTH:
N1-AFU-91-26
11 | sensor network | sensor tasking response data, tasking | of special interest destroy when no
tasking data | for such data, tracking reports such as longer needed.
(previoudy  optical | element sets (ELSET) requests, sensor AUTH:  N1-AFU-
surveillance data) tasking and launch change messages, 91-26
Baker-Nunn camera films, and optical
Sensor passage records
12 of other than special | destroy  after 3
interest months. AUTH:
N1-AFU-91-26
12.01 Boxscore messages consisting of | at preparing activity retire as permanent
information on objectsin space (note 2). AUTH:
N1-AFU-91-26
12.02 at receiving activity destroy when no
longer needed.
AUTH: N1-AFU-
91-26
13 | tracking and impact | tracking and impact prediction record, | of special interest retire as permanent
prediction (TIP) data | final decay message, computer after object decay
printouts of satellite positional data to (note 2). AUTH:
include spiral decay vectors, final N1-AFU-91-26
dement set and related data of
specialized interest (most valuable
data)
13.01 of other than special | destroy 2 years after
interest object decay.
AUTH: N1-AFU-
91-26
14 | space operationslogs | dataon daily operations at space operations | destroy 6 months
units or command and | after last entry in
control activities log. AUTH: N1-
AFU-91-26
15 missile warning at responsible activity | hold for life of
system missile warning
system, then
destroy. AUTH:
N1-AFU-91-26
16 | operations center at tactical | destroy 1 year after
activity log warning/attack last entry in log, or

assessment and space
surveillance functional

when no longer
needed, whichever
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TABLE 10-12 |
Continued. |
A B C D
R
U
L If the records are or
E pertain to consisting of which are then
OPRs islater. AUTH: N1-
AFU-91-26
17 launch information case files consisting of how foreign | at responsible activity | destroy 2 years after
launches are tracked, any problems, launch. AUTH: N1-
and related records AFU-91-26
18 case files consisting of how destroy 8 years after
cooperative launches are tracked, launch. AUTH: N1-
initial launch alert message, any AFU-91-26
problems, and related records
19 information in rules 17 and 18 at sensor sSites and | destroy when no
wings longer needed.
AUTH: N1-AFU-
91-26
20 | technical reference | satellite catalog, radar cross section destroy when
material catalog, foreign launch information superseded. AUTH:
publication (FLIP) catalog, and N1-AFU-91-26
similar records
21 radar cross section (RCS) catalog at office of primary | destroy 10 vyears
responsibility (OPR) after superseded.
AUTH: N1-AFU-
91-26
22 UN registry reports copies of original reports sent to JCS | at command OPR destroy after 1 year.
for forwarding to United Nations AUTH:  N1-AFU-
91-26
23 | satellite state of health | raw satellite data and similar records destroy 2 years after
information used for trend analysis and anomaly decommissioning of
resolution to support testing and satellite. AUTH:
evaluation N1-AFU-91-26
24 | satellite  operations | temporary satellite procedure request,
changes flight code change request
25 temporary ground system procedure destroy when no
request, flight code change request longer needed.
AUTH: N1-AFU-
91-26
26 post contact packages | run command messages, command
plans, worksheets, out of limits
telemetry printouts, and other required
records
27 individual evaluation | letters of certification and | at units and wings give to individua
folders decertification, and other records upon transfer,
pertaining to an individual's mission- reassignment, or
ready qualification status Separation (note 3).
AUTH: N1-AFU-
91-26
28 individual's record of duties and | at command OPR destroy when no
qualifications longer needed (note
3). AUTH: NI-
AFU-91-26
29 evaluation materials evaluation scenarios, scripts, written | at units and wings destroy when
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TABLE 10-12 |
Continued. |
A B C D
R
U
L If the records are or
E pertain to consisting of which are then
tests, annotated error guides, and superseded or
other evaluation or simulation obsolete. AUTH:
materials N1-AFU-91-26
30 | operationsrecords positional checklists, reports,

guidebooks, operations positional
reference  handbooks,  operations
manuals (other than technical orders),
and similar records

31 operations review operations review pand  and | at unitsand above destroy after 2 years.
operations review board minutes AUTH:  N1-AFU-
91-26
32 summary messages and trend analysis destroy after 1 year.
reports AUTH:  N1-AFU-
91-26
NOTE(S):

1. Transfer to the National Archives after life of the system. Retire microfilm to WNRC at 5-year intervals.

2. Transfer to the National Archivesin 5-year blocks when most recent document is 25 years old.

3. At units and wings, send record to gaining unit with copy to Command OPR on transfer of individual to another space
operations assignment; give record to individual and send copy to Command OPR on their transfer to an assignment not
involving space operations; or give record to individual on their separation or retirement.

TABLE 10-13 |
ELECTRONIC WARFARE (EW) SYSTEMS |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
1 status and location of | EW pod reports at HQ USAF destroy after 1 year
equi pment or when no longer

needed, whichever is
sooner. AUTH: N1-

AFU-90-3
2 at WR-ALC destroy after 2 years.
AUTH: N1-AFU-90-
3
3 a MAJCOM and | destroy when no
bel ow longer needed.
AUTH: N1-AFU-90-
3
4 EW projects case/project history such as: letters, | at HQ | disposition pending.
messages, drafts, specia studies, | USAF/MAJCOM/majo | AUTH:
reports from various military and | r subordinate | Unscheduled

civilian concerns, maps, charts and | commands
other materials relating to specialized
subjects/equipment concerning EW

NOTE: If applicable, include alist in the case file of records used and removed from file on retirement.
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TABLE 10-14 |
RESERVE FORCES (seenote 1) |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
1 Air Force Reserve | copies of disapproved applications for destroy 1 year after
applications appointment as reserves of the AF or disapproval.
USAF without component, and AUTH: N1-AFU-90-
comparable forms, correspondence and 3
related papers
1.01 disapproved applications of eligible
officers for entry on EAD, and related
records
2 appointments approved applications, ASVAB scores destroy 2 years after
declined and physical pertaining to individuals individual declines
with or without prior military appointment.
appointment AUTH: GRS 1, Item
15
3 enlissment  records | triplicate copies of enlistment record- | not in  conjunction | destroy after 1 year.
(AF Reserve) Armed Forces of the US or comparable | with an appointment | AUTH: N1-AFU-90-
forms accumulated incident to|to the AF or other | 3
enlissment of persons in the AF | military academy
Reserve
4 in conjunction with an | destroy 6 months
appointment to the AF | after date of
or  other military | enlistment (See Note
academy 2). AUTH: N1-
AFU-90-3
5 delay and appeal | reservists  requests for delay in | at MAJCOMS or units | destroy 1 year after
requests reporting for active duty, requests for | of assignment date individual
reconsideration of decisons on reports for active
requests for delay, and related records duty or 1 year after
date of expiration of
delay. AUTH: N1-
AFU-90-3
6 report of transfer or | formsand related records at NGB units destroy 3 months
discharge after date individual
Sseparates. AUTH:
N1-AFU-90-3
7 genera military | records the detachment commander | maintained by | destroy after 3 years
course (GMC) cadets | creates, including evaluation rating | professors of aerospace | or when no longer
forms, training and disciplinary | studies  and HQ | needed, whichever is
reports, and related correspondence AFROTC sooner. AUTH: N1-
AFU-90-3
8 Professional  Officer | records  of AFROTC cadets | at unit of assignment destroy 1 year after
Course (POC) cadets | commissioned as second lieutenants, acceptance of
and financial | including al records not required for commission.

assistance program
cadets

ingtitutional  purposes, fied file
consisting of records required by AFI
36-2011

AUTH: N1-AFU-90-
3
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TABLE 10-14 |
Continued. (see note 1)
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
9 records of AFROTC cadets not destroy after 1 year
commissioned as second lieutenants, after disenrollment.
and which are not required for AUTH: N1-AFU-90-
ingtitutional purposes, which comprise 3
the field file, cadet record, and similar
records
10 records of disenrollment from officer | at HQ AFROTC destroy after 3 years.
candidate-type training AUTH: N1-AFU-90-
3
11 overgrades/ authorization letters at military personnel | review every 2 years,
undergrades offices then destroy those
authorization letters
which are no longer
applicable, or
reapply for a waiver.
AUTH: N1-AFU-92-
10
12 overages (excluding
medical officers)
NOTE(S):

1. Rules apply to those copies not required by other directives to be filed in the military personne records groups (see AFI

47-101).

2. The original copies of the enlistment forms are maintained in accordance with AFl 47-101 and become a permanent part
of the Master Personnel Record Group.

TABLE 10-15 |
RESERVE FORCES TRAINING (seenote 1) |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
1 establishment of | applications, contractual agreements | at HQ USAF/DPP and | destroy 2 years after
senior and junior | between the AF and educational | HQ AU inactivation of
AFROTC ingtitutions  which  give  specific AFROTC
instructions for administering the detachment. AUTH:
AFROTC program and outline both N1-AFU-90-3
AF and institution responsibilities for
safekeeping US property, and related
papers
2 at HQ AFROTC hold at HQ
AFROTC 10 years
after inactivation of
detachment,  then
retire as permanent
(See  Note  2).
AUTH: NC-174-224




AFMAN 37-139 1 March 1996

TABLE 10-15 |

Continued. (seenote 1)

19

A

If the records are
or pertain to

consisting of

which are

then

wmr CcCX

at
detachment

AFROTC

destroy on
inactivation of
detachment. AUTH:
N1-AFU-90-3

Armed Forces of the
US report of transfer
or discharge

o1

active duty report

see table 36-12.
AUTH: N1-AFU-90-
3

inactive duty
training

authorization  for inactive  duty
training, authorization for individual
inactive duty training (for nonpay
status  only; for pay  status
authorization, see table 177-25)

originals

destroy after 5 years.
AUTH: N1-AFU-90-
3

duplicates

destroy after
training has been
posted to Reservist's
USAF Reserve
personnel record for
retention, promotion
and retirement.
AUTH: N1-AFU-90-
3

10

11

extension
ingtitute
training

course
(ECI)

certificate of completion issued on
completion of a volume of a course

originals

give to individua
Reservists.  AUTH:
N1-AFU-90-3

duplicates

hold in Reservid's
field record group
file until 6 months
after date Reservist
recelves his or her
certificate of
completion, then
destroy. AUTH:
N1-AFU-90-3

certificate of completion issued on
completion of a course

originals

give to individua
Reservists.  AUTH:
N1-AFU-90-3

duplicates

hold in Reservid's
field record group
file until it is
outdated, then
destroy. AUTH:
N1-AFU-90-3

12

authenticated reports
of flying time

hold until closing of
Resarvist's  USAF
Reserve  personnel
record for retention,
promotion and
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TABLE 10-15 |
Continued. (see note 1) |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
retirement, then
destroy. AUTH:
N1-AFU-90-3
13 | cadet evaluation original copies of student performance | at AFROTC | see Table 10-14,
reports used to evaluate cadet | detachments Rule 8. AUTH: N1-
performance at field training AFU-92-13
14 | AFROTC enrollment | AFROTC Enrollment Data, AFROTC | a8 HQ AFROTC, HQ | destroy after 5 years.
data, program status | Program  Status Report, AFROTC | Air  Education and | AUTH: N1-AFU-90-
and scholarship | Scholarship Selection Analysis Training Command, | 3
selection analysis or HQ USAF
15 unit training | copies of Unit Training Assembly [ at MPF or unit destroy after 1 fiscal
assembly Processing System (UTAPS) products, year. AUTH: GRS
participation AF Form 40, 40a, related documents, 6, Item 1b
affidavits, other evidence to support
requests for or approval/disapproval of
attendance
NOTE(S):

1. Records used within the ANG are disposed of according to guidance provided by the respective state or the NGB-AF.
2. Transfer to the National Archives 10 years after inactivation of the AFROTC detachment.

11. Flying Operations. These tables cover records pertaining to policies and procedures on flight inspections, aircraft
assignment, aircrew life support, status of resources training (SORT), physiological training/therapy, and flying activities.

TABLE 11-1 |
FLIGHT INSPECTION RECORDS |
A B C D
R
U
L If the records are or
E pertain to consisting of which are then
1 flight inspection | reports of origina commissioning; | a&  the inspected | destroy 3 months
records other reports pertinent to facility | activity (flight | after a
modification;  reports  containing | facilities); at | commissioned
restrictions; data sheets;, and related | organizations facility is
documentation reporting directly to | decommissioned
HQ AFFSA; and at | (EXCEPTION:
the MAJCOM activity | destroy data sheets
requiring the facility | when superseded or
obsolete) (See Note
1). AUTH: N1-
AFU-90-3
2 other reports and related records not destroy  after 2
covered by rule 1. years, or 3 months
after
decommissioned
facility, whichever
is sooner (See Note
2). AUTH: N1-
AFU-90-3
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TABLE 11-1 |
Continued.
A B C D
R
U
L If the records are or
E pertain to consisting of which are then
3 reports at HQ AFFSA FIC destroy when
superseded or
obsolete.  AUTH:
N1-AFU-90-3

al reports, data sheets, and related
records

at the
checking activity

facility

destroy after 2 years
or 3 months after
decommissioning of
a commissioned
facility, whichever
is sooner
(EXCEPTION:
destroy reports of
original
commissioning,
other reports
pertinent to facility
modification, and
reports containing
restrictions  which
have not been
removed 3 months
after the facility is
decommi ssioned;
and destroy data
sheets when
superseded or
obsolete) (See Note
2). AUTH: N1-

AFU-90-3
at al activities not | destroy after 1 year.
covered in rules 1, 2, | AUTH: N1-AFU-
3, or 4 above 90-3
oscillograph recordings made during destroy 3 months
commissioning inspections; resulting after a
from modification of a facility; and commissioned
related to reports  containing facility is
restrictions decommissioned
(note 3). AUTH:
N1-AFU-90-3
recordings not covered by rule 6 destroy 1 year after
completion of
related tests and
evaluations;, or 3
months  after a
commissioned
facility is

decommissioned,
whichever is
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TABLE 11-1 |
Continued.
A B C D
R
U
L If the records are or
E pertain to consisting of which are then
sooner. AUTH:
N1-AFU-90-3
8 checklists, reports of finding, and destroy  after 3
records pertaining to periodic months, or after
inspection of airfield facilities discrepancies  are
corrected,
whichever is later
(note 4). AUTH:
N1-AFU-90-3
NOTE(S):

1. Refile and dispose of reports containing restrictions under rule 2 after the restrictions are removed.

2. Documentation will be retained by the accumulating office of record for the total retention period.

3. Refile and dispose of oscillograph recordings related to reports containing restrictions under rule 7 after the restrictions
are removed.
4. File copy of airfield facility inspection checklist if applicable in mishap reporting records (Table 91-5) if mishap/accident
occurs before airfield facility discrepancy is corrected.

TABLE 11-2 |
AIRCRAFT ASSIGNMENT, UTILIZATION, AND AVIATION FUEL RECORDS |
A B C D
R
U
L If the records are or
E pertain to consisting of which are then
1 aircraft  distribution | records relating to operational | at operations flight | destroy when superseded,
and assignment | support of flight management | management obsolete, or no longer needed
control and aircraft allocations (See Note). AUTH: N1-
AFU-90-3
2 aircraft or recording of | requests and justifications for destroy 1 year after fina
aircraft additional aircraft, action. AUTH: N1-AFU-90-
approved/disapproved 3
3 requests for utilization code destroy 1 year after end of
changes utilization requirements for
disapproval  of  request.
AUTH: N1-AFU-90-3
4 staff configured | reports destroy when superseded or
aircraft obsolete.  AUTH: N1-AFU-
90-3
5 aircraft/missile schedules of current and 6-
allocations month  projected  tactical
aircraft/missile allocations
6 aircraft mission | reports of aircraft utilization at MAJCOMs destroy after 2 years. AUTH:
history N1-AFU-90-3
7 at  preparing and | destroy after 1 year. AUTH:
intermediate N1-AFU-90-3
activities
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TABLE 11-2 |
Continued.
A B C D

R

U

L If the records are or

E pertain to consisting of which are then

8 purchase of aviation | USAF invoices covering destroy after 2 years. AUTH:

fuel and ail purchases from domestic N1-AFU-90-3
commercial firms,

government activities other
than AF, or foreign
government sources

9 local engineering and | preflight reports, schedules destroy after 1 year. AUTH:
operations records | for engineering, and records N1-AFU-90-3
pertaining to | relative to aircraft in
discrepancies operation

10 | weight and balance see table 21-8.  AUTH: N1-
data AFU-90-3

NOTE: Seetable 23-1 for disposition of supply management records.

TABLE 11-3 |
AIRCREW LIFE SUPPORT PROGRAM |
A B C D
R
U
L If the records are or
E pertain to consisting of which are then
1 aircrew life support | inspection records at arcrew life| destroy after form is filled in and
and chemical defense support next periodic inspection s
equi pment functions annotated on a new form, on turn-in

of equipment, or when superseded,
obsolete and new replacement form
isavailable. AUTH: N1-AFU-90-3

2 individual custody receipts destroy on turn-in of equipment.
AUTH: N1-AFU-90-3
3 operational directives, destroy when superseded or
lesson  plans, training obsolete. AUTH: N1-AFU-90-3

records, training aids, and
mai ntenance instructions

TABLE 11-4 |
STATUS OF RESOURCES TRAINING (SORTS)/READINESS |
A B C D
R
U
L If the records are or
E pertain to consisting of which are then
1 (RESERVED) (RESERVED)
2 (See Note)
3

NOTE: Table pending NARA approval.
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TABLE 11-5 |
COMMAND AND CONTROL |
A B C D
R
U
L If the records are or
E pertain to consisting of which are then
1 notices to armen | NOTAMs and NOTAM | master copiesat US| destroy 15 days  after
(NOTAMYS) summaries relating to [ NOTAM office, HQ | NOTAM (message) expires.
establishment, condition, or | FAA, Washington | Exception: see rule 3.
change in any aeronautical | DC AUTH: N1-AFU-90-3
facility, service, procedure or
hazard
2 other than master | destroy when information is
copies superseded by another
NOTAM o by later
summaries or is otherwise
terminated. AUTH: N1-
AFU-90-3
3 related to aircraft | destroy after 6 months, or
accidents/incidents, | upon completion of
operational hazards, | investigation, whichever is
and/or alleged | later. AUTH: N1-AFU-90-3
violations (see
tables 91-5 and 91-
7)
4 DD Form 2349 or AWDS destroy 15 days after
generated Control Log expiration or cancellation of
recorded NOTAMs. AUTH:
N1-AFU-90-3
5 (RESERVED) (RESERVED)

13. Space, Missile, Command, and Control. These tables cover records pertaining to policies and procedures for theater

air control systems.

TABLE131 |
AIRFIELD FLIGHT LINE VEHICLE AUTHORIZATION |
A B C D
R
U
L If the records are or
E pertain to consisting of which are then
1 vehicle flight line | correspondence and forms used for | at issuing | destroy when superseded,
authorization authorizing other than special use | authority obsolete, or no longer
vehicles (fire trucks, ambulances, needed. AUTH: N1-AFU-
yellow maintenance vehicles, etc.) 90-3
for operation on theflight line
2 registration identification label on
vehicles
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TABLE 13-2 |
AIRDROP INSPECTION RECORDS/MAL FUNCTION AND ACTIVITY REPORTS |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
1 airdrop inspections | joint airdrop inspection record | not part of the | destroy after 1 month. AUTH:
(platforms, LAPES and | records of an | N1-AFU-90-3
containers) accident/incident
investigation
2 airdrop activity | joint monthly airdrop destroy after 1 year. AUTH:
reporting summary report N1-AFU-90-3
3 airdrop malfunction | airdrop malfunction report, | part of the records | destroy with the records to
investigations monthly airdrop summary | of an | which they pertain (see table
report, joint airdrop inspection | accident/incident 91-5, rule 3). AUTH: N1-AFU-
record (platforms, LAPES and | investigation 90-3
containers)
TABLE 13-3 |
RADAR BOMB SCORING (RBS) RECORDS |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
1 radar bomb scoring | textual records pertaining to | at OPRs destroy 10 years  after
(RBS) ground | planning, establishment, inactivation of site. AUTH:
directed bombing | development, and operation of N1-AFU-90-3
(GDB), and | RBS/GDB/ECM sites
electronic
countermeasures
(ECM) sites
2 at MAJCOMs, | destroy on inactivation of site
NAFs, and | or when no longer needed.
monitoring offices AUTH: N1-AFU-90-3
3 low level training | textual records associated with | at OPRs destroy 10 years after closure of
routes the planning, establishment, route. AUTH: N1-AFU-90-3
impact, operation, justification
and related data
4 at MAJCOMs, | destroy on closure of route or
NAFs, and | when no longer needed.
monitoring offices AUTH: N1-AFU-90-3
5 olive branch | basic data  on route, destroy when no longer needed.
(cruising  altitude) | description, evaluation AUTH: N1-AFU-90-3
route analysis potential and results of low
level evaluation
6 RBS activity records | forms, memoranda, reports, | a8 MAJCOMs and | destroy after 3 months or when
plotting papers, | below no longer needed, whichever is
communication logs, RBS data sooner. AUTH: N1-AFU-90-3
creation records (printouts),
abort reports and operational
logs
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TABLE 13-3 |
continued. |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
7 related to RBS| destroy after 1 year or after
scored activity applicable unit's subsequent
evaluation,  whichever is
sooner. AUTH: N1-AFU-90-3
8 ECM activity data creation records [ a8 MAJCOMs and | destroy after 6 months. AUTH:
(printouts) bel ow N1-AFU-90-3
9 special ECM  activity records destroy after 3 months or when
(printouts) no longer needed, whichever is
sooner. AUTH: N1-AFU-90-3
10 brush graphs, printer tapes, destroy  after  verification.
and plotting papers AUTH: N1-AFU-90-3
11 record unreiable | send to applicable unit for
activity verification. AUTH: N1-AFU-
90-3
12 RBStarget data target insarts and target [ a8 MAJCOMs and | destroy when superseded or no
overlays bel ow longer needed. AUTH: NI1-
AFU-90-3
13 RBS results of RBS scored | at OPRs destroy when no longer needed.
analyses/summaries | evaluations, air-to-ground AUTH: N1-AFU-90-3
missile (AGM), bombing and
ECM training activities
conducted against RBS sites
14 at other | destroy after 1 year. AUTH:
organizations N1-AFU-90-3
15 recorded voicetapes | air-to-ground communications | at RBS sites erase after 60 days. AUTH:
between aircrew and RBS sites N1-AFU-90-3
personnel
TABLE 13-4 |
AIRSPACE MANAGEMENT |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
1 operational/administ | letters, messages, correspondence, | at HQ USAF, | destroy when
rative airspace | memorandums, and forms governing | MAJCOMSs and | superseded, obsolete, or
management in | operational/administrative directions | foreign national | no longer  needed.
domestic/foreign and guidance effecting both domestic | operational staff | AUTH: N1-AFU-90-3
environments and foreign airspace usage offices
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TABLE 13-4 |

Continued.

27

If the records are
or pertain to

consisting of

which are

then

Njmre C O

airspace flight routes
and flight areas

data pertaining to international and
domestic flight route/track systems;
aerial refueling routes, tracks, and
areas, and special military/civil low
altitude training routes, visual flight
condition routes, and all weather low
altitude routes

3 airspace
projects

working

correspondence and data on specia
IFR/VFR military/civil  operations,
supersonic flights mid-air collision
avoidance, wake turbulence criteria,
and flight record attempts

at preparing,
controlling, or
monitoring agencies

4 airspace
management
agreements

correspondence records, rules, reports
between US government offices,
foreign nations, military services,
lateral commands, and subordinate
agencies pertaining to relations,
negotiations, amendments,
agreements, and minutes of meetings
relative airspace use

at preparing agencies

5 special use airspace

correspondence and data pertaining to
airspace warning/controlled
firing/restricted aress, military
operations areas (MOAS), domestic or
international  control  areas, low
altitude tactical navigation use areas

6 reserved airspace

correspondence/data/booklets  relative
operational mission airspace
reservations, and altitude reservations

at preparing,
controlling, or
monitoring agencies

destroy 2 vyears after
supersession/obsol escen
ce or when no longer
needed, whichever is
sooner.  AUTH: NI1-
AFU-90-3

TABLE 135 |

ATOMIC ENERGY DETECTION SYSTEM (AEDS) RECORDS I

A

B

If the records are
or pertain to

consisting of

which are

then

M CX

technical reports

original reports of laboratory analysis
efforts produced in support of the U.S.
AEDS, including clear text and datain
bound volumes

aa HQ AFTAC and
AEDS laboratories

retire as permanent
(note). AUTH: N1-
AFU-87-12

copies at preparing,
controlling or
monitoring agencies

destroy when no longer
needed. AUTH: N1-
AFU-87-12
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TABLE 135 |
Continued.
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
3 support analysis files consisting of | at HQ AFTAC and | retire as permanent
original hand calculations, raw data | AEDS laboratories (note). AUTH: N1-
summaries and Shests, AFU-87-12
correspondence, and associated

records required for reproduction of
final data and for historical basdline

technical memos and
studies

original bound reports including clear
text and data, supporting records and
appendices

copies at preparing,
controlling or
monitoring agencies

destroy when no longer
needed. AUTH: N1-
AFU-87-12

NOTE: Transfer to the National Archivesin 5 year blocks when latest records are 25 years old.

TABLE 13-6 |
AIR TRAFFIC CONTROL (ATC) RECORDS |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
1 operational data operations and position logs, and daily destroy (or erase) after
report of controllers 6 months (see rules 15,
16, 17 and note).
AUTH: N1-AFU-89-29
1.01 approach control  arrival/departure destroy (or erase) after
drips and other ATC information 3 months (see rules 15,
recorded as outlined in AFI 13-203 16, 17 note). AUTH:
N1-AFU-89-29
2 tape, wire or disc recordings hold for 15 days per
AFl 13-203 (see rules
15, 16, 17 and note).
AUTH: N1-AFU-90-3
3 note pads and flight progress strips for destroy after 3 months
recording weather information (EXCEPTION: destroy
when information is
entered in operations
log or is received by
telautograph, teletype
or other  weather
dissemination system).
AUTH: N1-AFU-90-3
4 administration letters of agreement and operations | at preparing activities | destroy 1 year after

letters

superseded or
rescinded. AUTH: N1-
AFU-90-3
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TABLE 13-6 |
Continued. |

A B C D

R

U

L If the records are

E or pertain to consisting of which are then

5 at  monitoring  or | destroy when

reviewing activities superseded or
rescinded. AUTH: N1-
AFU-90-3

5.01 facility operating instructions at preparing or | destroy 6 months after
monitoring activities superseded or
rescinded, or when no
longer needed,
whichever is sooner.

AUTH: N1-AFU-90-3
6 ATS analysis | unit reports and related | a& other than HQ | destroy on receipt of
program correspondence USAF/XOOA and HQ | succeeding report, or
AFFSA/XVO when reported action
items are completed,
whichever is later.

AUTH: N1-AFU-90-3
7 a HQ USAF/XOOA | destroy after 3 years or
and HQ AFFSA/XVO | when no longer needed,
whichever is sooner.

AUTH: N1-AFU-90-3

8 (RESERVED) (RESERVED)

9

10 analysis summary reports destroy after 2 years or

when no longer needed,
whichever is sooner.
AUTH: N1-AFU-90-3
10.01 analysis checklists destroy when related
report is prepared.
AUTH: N1-AFU-90-3

11 (RESERVED) (RESERVED)

12 ATC operations ATC operations reports containing | at HQ AFFSA/XVO destroy after 1 year or
traffic count data and daily aircraft when no longer needed,
status whichever is sooner.

AUTH: N1-AFU-90-3
12.01 reportsin rule 12 at all other activities

13 ATC quarterly summary report aa MAJCOMs and | destroy after 4 years.

below AUTH: N1-AFU-90-3

14 at HQ USAF/XO0 destroy after 3 years.

AUTH: N1-AFU-90-3
15 data that relates to at unit level destroy after 6 months.
hazardous air traffic AUTH: N1-AFU-90-3
reports (see aso
tables 91-4 and 91-5)
16 at  numbered  Air | destroy after 3 years.
ForcelMAJCOM AUTH: N1-AFU-90-3
17 at HQ USAF/SE and | destroy after 5 years.
HQ AFFSA AUTH: N1-AFU-90-3

18 (RESERVED) (RESERVED)

19

20

21
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TABLE 13-6 |
Continued. |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
22
23
24 minutes of meetings | minutes of ATC board meetings and destroy after 2 years.
related correspondence, which are a AUTH: N1-AFU-90-3
special  collection  maintained in
addition to, but not duplicative of the
board/committee case files in table 38-
5
25 operational individual reports and related papers; destroy after 1 year.
evaluations NOTAM systems, Pilot to Forecaster AUTH: N1-AFU-90-3
Service flight evaluations, Air Traffic
Service facility monitor reports,
mission records, and other pertinent
data
26 (RESERVED) (RESERVED)
27 evaluation worksheet destroy after related
report is prepared.
AUTH: N1-AFU-90-3
28 tape recordings destroy data after 3
months or when no
longer needed,
whichever is sooner.
AUTH: N1-AFU-90-3

NOTE: AFFSA area/independent region may extend this retention time for overseas units to a maximum of 30 days where
normal mail delays preclude the proper processing of OHR and incident reports.

TABLE 13-7 |
CIVIL AVIATION AND MILITARY FLIGHT PLAN RECORDS |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
1 International  Civil | records of national policy on subjects | at HQ USAF/XOXXI retire as permanent
Aviation introduced as the US position in the (See Note 3). AUTH:
Organization ICAO, agenda of meetings, status N1-AFU-84-40
(ICAO) and | reports, lists of  international
Interagency  Group | agreements, indexes of publications,
on International | standards and recommended practices
Aviation (IGIA) | for civil aviation operations, and
records and related | special project files
papers
2 extra or reference copies or records destroy after 6 months.

reguiring no action or comments

AUTH: N1-AFU-90-3
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TABLE 13-7 |
Continued.
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
3 flight plans documents required for all flights in | related to aircraft | destroy after 3 months.
AF aircraft, such as military and | conducting  training | AUTH: N1-AFU-90-3

international flight plans with required
attachments, wesather briefings; pilot
flight plan and log, or command-
approved substitute, with any plan
changes; related correspondence; and,
as appropriate, copies of FAA flight
plans, ICAO flight plans (Fip
Planning 111), or USAFE flight plan,
and Weight and Balance Clearance
Form F (See Note 1)

missions and are not
involved  in any
aircraft accident,
incident or air traffic
control deviation

4 related to aircraft | destroy 1 year after
involved in an | appropriate
accident, incident or | investigation is
air traffic  control | complete. AUTH: N1-
deviation AFU-90-3
NOTE(S):

1. Seetable 21-8 for disposition of weight and balance data.

2. (RESERVED).

3. Transfer to National Archivesin 5-year blocks when latest record is 25 years old.

TABLE 13-8 |

FLIGHT OPERATIONS

A

or pertain to

If the records are

consisting of

which are

then

~lM—CX

1.01

termina  instrument
procedures (TERPS)

source records of approach and
departure  procedures, including
charts, maps, sketches, photographs,
drawings, and related data from Air
Force activitiess, FAA and other
government agencies

destroy three months
after superseding
records are
incorporated into a
Flight Information
Publication (FLIP).
Send to gaining activity
when  responsibilities
are transferred (See
Notes 1 and 3).
AUTH: N1-AFU-87-34

at TERPS automating
agencies

destroy when
superseded or obsolete.
Send to gaining activity
when  responsibilities
are transferred.
AUTH: N1-AFU-87-34
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TABLE 13-8 |
Continued. |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
2 TERPS Supporting | plans, letters, reports, and related
Background Materiel | correspondence  supporting/affecting
TERPS procedures
201 | TERPS Automation | AF Form 3628, TERPS Automation
Data Summary and | Data Summary and AF Form 3629,
Obstruction Data Obstruction Data, and comparable
printouts
2.02 | TERPS Master Maps | generated from obstruction data forms
(See Note 2)
3 (RESERVED) (RESERVED)
4 changes to aircrew | forms and correspondence | in OPR record set see table 37-7. AUTH:
standardization recommending changes to the manual, N1-AFU-90-3
manual command supplements, and routine
changes to TOs included in the flight
manual program
5 approved changes at | destroy after inclusion
initiating activities in published directives.
AUTH: N1-AFU-90-3
6 disapproved changes | destroy 1 year after
at initiating activities | notification of
disapproval.  AUTH:
N1-AFU-90-3
6.01 approved/disapproved | destroy after 1 year.
changes at monitoring | AUTH: N1-AFU-90-3
activities
7 notices to airmen see table 11-6. AUTH:
(NOTAMYS) N1-AFU-90-3
8 (RESERVED) (RESERVED)
9
10 aircraft arrivals and | flight logs (infout bound) master clock | used  to provide | destroy after 1 vyear.
departures error and rate records, and similar | identification of | AUTH: N1-AFU-90-3
forms relating to transient or local | aircraft by tail
aircraft flights numbers and type,
base last departed,
destination, actual
time of
arrival/departure, fuel
reserve, and similar
data
11 airbase runway traffic reports of destroy after 2 years.
landings and takeoffs AUTH: N1-AFU-90-3
12 airborne launch | status and flight logs used to record destroy after 1 year or
control system significant events occurring during when no longer needed,
alert tours or flights whichever is sooner.
AUTH: N1-AFU-90-3
13 (RESERVED) (RESERVED)
14
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TABLE 13-8 |
Continued. |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
15
16
17 commander's records of telephone conversations, destroy after 1 year.
operational reporting | messages,  letter  reports,  and AUTH: N1-AFU-90-3
syssem  BEELINE | supporting data
reports
18 (RESERVED) (RESERVED)
19 electronic  warfare | mission logs that support management destroy 30 days after
systems reguirements end of FY in which
mission was performed.
AUTH: N1-AFU-90-3
20 mission logs that do not support destroy 30 days after
management requirements training period in
which  accomplished.
AUTH: N1-AFU-90-3
20.01 misson logs that record mission destroy 10 days after
performance month in which
accomplished. AUTH:
N1-AFU-90-3
20.02 training  accomplishment/rdiability destroy 6 months after
summaries and analysis records used completion of training
to support management requirements period. AUTH: N1-
AFU-90-3
21 aerial gunnery | forms that record gunnery training, destroy 12 months after
activity including  accomplishments, also training period in
support management requirements which  accomplished.
AUTH: N1-AFU-90-3
21.01 forms that score/record T-1 trainer destroy 90 days after
mission performance and support training period in
management requirements which accomplished or
when no longer needed
to support management
requirements,
whichever is later.
AUTH: N1-AFU-90-3
21.02 mission planning/activity reports and destroy 30 days after
flight evaluators scoring records that month in which
record  training and  support accomplished or when
management requirements no longer needed,
whichever is sooner.
AUTH: N1-AFU-90-3
22 operational support | letters, messages, reports, or misson [ a8 MAJCOMSFOAS, | destroy after 1 year or
airlift folders reflecting requested, | preparing and | when no longer needed,
nonsupported and supported airlift | intermediate activities | whichever is later.
requirements, and messages and letters AUTH: N1-AFU-88-45
exchanged between units and
commanders to report status, progress,
and history of missions
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TABLE 13-8 |
Continued. |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
23 (RESERVED) (RESERVED)
24 navigator's log forms and comparable records used for destroy after 3 months.
maintenance of navigation proficiency AUTH: N1-AFU-90-3
25 areport of the navigation mission
26 fooms and comparable records destroy  with the
required for investigative purposes to investigative files to
reconstruct flight which they pertain.
AUTH: N1-AFU-90-3
27 navigation work | standardized forms of general use destroy after data is
forms entered on the
navigator's log or when
form is superseded by
form containing
updated  calibrations.
AUTH: N1-AFU-90-3
28 flight check reports see table 11-1. AUTH:
N1-AFU-90-3
29 (RESERVED) (RESERVED)
30
31 radar target plates base plate charts and radar prediction destroy when obsolete.
negatives,; target plates and pertinent AUTH: N1-AFU-90-3
history forms; for combat sorties, radar
bomb-scoring sites, or other areas as
required
32 radar photo-scored | reports used to list photo interpreter destroy after 3 months.
bomb runs proficiency in scoring bomb impact AUTH: N1-AFU-90-3
points from radarscope photography
33 flight authorizations | record copy of each authorization destroy after 1 year.
issued, under AFl 11-401, with AUTH: N1-AFU-90-3
background material such as requests,
amendment, etc., including
justification when required on special
authorizations
34 unit standardization/ | reports reflecting findings given flying | at  evaluating  or | destroy after 2 years.
evaluation units and those nonflying units | approving activities AUTH: N1-AFU-90-3
directly involved in aircrew training
35 at evaluated and | destroy 1 year after
monitoring activities complete action has
been taken. AUTH:
N1-AFU-90-3
36 at activities other than | destroy when no longer
rules 34 and 35 needed. AUTH: N1-
AFU-90-3
37 informational  background material destroy on completion
collected during an evaluation of analyss. AUTH:
N1-AFU-90-3
38 flight crew | correspondence and forms | at flying units destroy 6 months after
information file | disseminating information to aircrew superseded or
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TABLE 13-8 |

Continued. |

35

mrCX

If the records are
or pertain to

consisting of

which are

then

(FCIF)

members

rescinded. AUTH: N1-
AFU-90-3

38.01

38.02

aircrew publications
control

forms. Publications Control Record on
each aircrew member; Recept for
Standardization Publications

Control Log

at units of assignment/
attachment

destroy when aircrew
member is upgraded,
transferred or
Sseparated, or when
form is superseded,
obsolete, worn out and
replaced, or when no
longer needed,
whichever is
applicable. AUTH:
N1-AFU-90-3

destroy when all entries
are cleared. AUTH:
N1-AFU-90-3

39

aircraft flight data

recordings of in-flight operating data
removed from aircraft

destroy upon receipt of
next completed tape
(See Notes 4 and 5).
AUTH: N1-AFU-90-3

NOTE(S):

1. See T37-11, RY, for disposition of project files of proposed TERPS actions.

2. See T32-16, R5, for disposition of Civil Engineering maps and drawings.

3. See T14-8 for disposition of records maintained at Defense Mapping Agency (DMAAC).
4. NOTAMs that relate to aircraft accidents/incidents, operational hazards, and/or alleged violations will be destroyed after
6 months, or upon completion of investigation. See also tables 91-5 and 91-7.

5. For retention requirements on data that relates to aircraft accidents/incidents, operational hazards, and/or alleged
violations, see also table 13-6, rules 15, 16, 17, and tables 91-5 and 91-7.

TABLE 13-9 |
MISSILE SYSTEM RECORDS |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
1 readiness checks check listsand related logs destroy after 1 year or
when missile is
removed from
inventory, whichever is
sooner.  AUTH: NI1-
AFU-90-3
2 service records control logs for readiness checks, destroy after firing or
maintenance, and similar data final disposal of related
missile.  AUTH: N1-
AFU-90-3
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TABLE 13-9 |
Continued.
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
3 ICBM code/targeting | Unit Master Records (UMR), Verify destroy when
system Word/CMSC/Launch ~ Switch  Key superseded or no longer
Verification;, Command Data Buffer needed. AUTH: N1-
(CDB) targeting materials; and AFU-90-3
USSTRATCOM forms: code

component hand receipt, and ALCS
code material receipt

3.01 form records not covered inrule 3 destroy 1 year after
completion of the
following code change.
AUTH: N1-AFU-89-11

3.02 USSTRATCOM form records: destroy 1 year after

certification/decertification and code individual has been
handler training decertified. AUTH:
N1-AFU-90-3
4 missile alert duty | original copiesof alert requirements destroy after 6 months.
orders AUTH: N1-AFU-90-3
5 duplicate copies of alert requirements destroy on completion
of duty tour. AUTH:
N1-AFU-90-3
6 missile crew log completed crew log destroy after 1 year or
when no longer needed,
whichever is later.
AUTH: N1-AFU-90-3
TABLE 13-10 |
AIR FORCE OPERATIONS RESOURCE MANAGEMENT SYSTEMS (AFORMS) |
A B C D

R

U

L If the records are

E or pertain to consisting of which are then

1 AFORMS database | magnetic tapes, disks, cards that store | at base data processing | destroy upon expiration

the data that passes the computer edits | installation (DPI) of retention specified in
and produces reports and management AFM 171-190, Vadl I.
products, and interface with FRDS, AUTH: N1-AFU-86-23
BLMPS, MMICS and HORIS (See

Note 6)

2 source documentsfor [ AFTO  Form 781, AFORMS destroy after 1 year and
input to AFORMS, | Aircrew/Mission Flight Data 1 month. AUTH: N1-
AFTO Form 781 Document AFU-90-31

3 source documents for | file of AF Forms 1887, Request and (see table 37-13, rule

AFORMS, AF Form
1887

Authorization for Aeronautical Orders

2.1 if record copy, and
rule 5 for other copies
maintained as a
separate file). AUTH:
N1-AFU-86-23
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TABLE 13-10 |
Continued. |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
4 source document for | AF Form 1522, AFORMS Additional destroy when no longer

AFORMS, AF Form
1522

Training Accomplishment Input, used
for recording accomplishments of
training events

needed. AUTH: N1-
AFU-90-31

5 source documentsfor | computer-generated  (on  request)
AFORMS, training | Misson  Accomplishment  Report
update forms (MAR) ligting training events which
reman to be accomplished by
individual or crew, events
accomplished on mission are logged
on MAR and used to update AFORM S
6 source documentsfor | AF Form 1521, AFORMS Individua destroy when no longer
AFORMS, AF | Scheduled Event Input; AF Form needed. AUTH: N1-
Forms 1520 and | 1520, AFORMS Misson/ Multi- AFU-90-31
1521 crewmember Scheduled Event Input
7 AFORMS input | floppy diskettes, 5 1/4"; punch cards, destroy after 3 months.
media magnetic tapes AUTH: N1-AFU-86-23
8 certificates of [ AF Forms 8 that relate to individuals | copies at unit level for | return to the individual
aircrew qualification | not in adisqualified or excused status | evaluation  program | all except 2 most recent
not in a disqualified management qualification
or excused status evaluations and
instrument evaluations
(if applicable) (See
Note 5). AUTH: N1-
AFU-86-23
9 certificates of [ AF Forms 8 that relate to disqualified
aircrew or excused individuals
qualifications  that
relate to disqualified
or excused
individuals
10 Flight Records Data | Individual Flight Record Master Tape | at AFIA/SCF destroy after 3 update
System File of flight records of rated cycles.  AUTH: N1-
individuals that is updated monthly AFU-86-23
11 AF Forms 5, | 1911-1967 set of microfilm reds of retain for 56 years or
Individual Flight | individual flight records, 1911-1945 when no longer needed
Records War Department Army Air Force whichever is later.
Form 5, Individual Flight Record; War AUTH: N1-AFU-86-23
Department Army Air Force Form 5,
Individual Flight Record-Student; and
allied records, 1945-1967 AF Form 5,
Individual Hight Records-Pilot; and
AF Form 5a, Individual Flight Record-
Aircraft Observer
12 AFTO Form 781, | microfilm reels of card products, destroy after 56 years.
AFORMS AFTO Form 781, AFORMS AUTH: N1-AFU-86-23
Aircrew/Mission Aircrew/Mission Flight Data
Flight Data Document and changes thereto




38

TABLE 13-10 |

Continued.

AFMAN 37-139 1 March 1996

A

mrCXo

If the records are
or pertain to

consisting of

which are

then

containing individual flight data that
documents member's events and flying
hours logged on each flight

13 Individual Flight | microfiche file "Individual Flight
Records, semi- | Records," produced semiannually and
annual  microfiche | date from 1973 (reflect al 781 Detail
filefrom 1973 Cards and 781 Detail Correction

Cards received during 6 months;
mission/design/  series  summary
records and career totals)

14 Reports used to | reports from AFORMS, AFMPC and destroy after 45 days.
update the FRDS| ARPC used to update the FRDS AUTH: N1-AFU-86-23
Individual Flight | Individual Flight Record Master Tape
Record Master Tape | file
file

15 FRDS products FRDS products;, List of Base Input destroy when no longer

Transactions processed by AFIA/SCF,; needed. AUTH: N1-
Base Input Error Listing Master AFU-86-23
Update Reconciliation Error Listing;
Individual Hight Record
Reconciliation Error Counts
Tabulation;  Extract of  Fying
Experience; SCF Hight Record Master
File Ligt; transcript records, and flight
record inquiries
16 AFORMS output Aircraft Accident Investigation List destroy after 2 years.
AUTH: N1-AFU-86-23

17 AFORMS output | Individual Currency Summary; Unit destroy when
summaries and | Currency Summary Report; Graduated superseded or when no
reports Combat Capability Report; Unit longer needed. AUTH:

Training Status Summary; Training N1-AFU-90-31
Period Activity Summary; Aircrew
Experience Report; Training Event
Master Tape List; Training Table
Assignment List, Crew Resource
Report, Flying Time Update Summary,
and Reports (AAQT4P and AAQT7P)

18 AFORMS output | Flying Pay Control Document; No Pay destroy all except most
Flying Pay Control | Listing; Aviation Service Period recent 3  months.
Document, etc. Suspense List; Aviation Service Code AUTH: N1-AFU-90-31

(ASC) Conditional Entitlement Flying
Hours List; Ops System Management
Suspense List; Aeronautical Rated
Upgrade List; Transfer Deck (Card)
for Outbound Personnel
19 AFORMS output | AFORMS: Processing  Schedule destroy after 1 month.

processing
schedules, etc.

Processing Report; Transaction Audit
Report; System Control File Report;
Additional Flying Training Period

AUTH: N1-AFU-90-31
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TABLE 13-10 |
Continued. |
A B C D

R

U

L If the records are

E or pertain to consisting of which are then

(AFTP) Transmittal Ligt;

BLMPSAFORMS HOSM Information
List; BLMPS to AFORMS Update
List; Sonic Boom Transmittal Ligt;
AFORMS to BLMPS Interface
Summary; AFORMS Record Deletion

Summary  (AAQMA4L); AFORMS
Record Deletion Summary
(AAQM4P); AFORMS to MMICS
Interface (list)

20 AFORMS Individua destroy after 30 days
Data Summary, (EXCEPTION: retain
Flying History the most  current
Report individual data

summary (IDS) in the
Flight Records Folder
(FRF) when reviewed
and certified as part of
the annual records
review. All  annual
flying history reports
will be maintained in
the FRF as part of the
permanent records.
AUTH: N1-AFU-90-26

21 AFORMS output | Deployment Transfer Tape Listing; destroy after

listings Deployment File Status Listing; deployment completed.
Deployed Flying Transaction Listing; AUTH: N1-AFU-86-23
Deployed Training Transmittal Listing
22 AFORMS  output, | Selective Training Report; Aircrew destroy when
training reports Roster; Training superseded. AUTH:

Remaining/Accomplished Report; N1-AFU-86-23
Training Report; Mission Report;

Weekly Scheduled Activities (List);

Training Plan Audit Report; Training

Plan Deletion Summary; AFORMS

Resource Validation List; Training

Event Change List

23 (RESERVED) (RESERVED)

24 Other AFORMS destroy when no longer
computer-generated needed. AUTH: N1-
output products AFU-86-23

25 Flight Records | individual flight record and other | at Host Operations | when member changes

Folders (FRFs) on
rated and nonrated
members engaged in
flying duties (See
Notes 1 and 2)

documents produced from member's
Master Records in the AFORMS
Master File and extracted from the
AFORMS Month-to-Date Transaction
File for the Master Record, and copies
of aeronautical orders; records in the

Systems Management
Office (HOSM Office)

dtation, give member
his’her file to hand-
carry to gaining HOSM
office;, forward any
subsequently  received
related documents to
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If the records are

or pertain to

consisting of

which are

then

FRF reflect history of member's flying
experience; support flying resource
management requirements relating to
accountability, utilization and
incentive pay entitlements;, provide
legal judtification and authority for
flight management actions related to
individual participation in Air Force
flying activities; and may contain
record (s) accounting for disclosure(s)
of documents requested under Privacy
Act

gaining HOSM office
(See Note 3). AUTH:
N1-AFU-86-23

26

Flight
Folders
member

disqualified

flying duties

Record
when
is

for

27

Flight
Folders

Record
when

member is separated
from the service

28

Flight
Folders

Record
when

member is reported
asmissing in action

when  member is
disqualified for flying
duties, release
member's  file to
him/her 5 years after
disqualification

EXCEPTION: release
FRF to an operational
support member
immediately after
hisher disqualification
(See Note 2). AUTH:
N1-AFU-86-23

when member is
separated from service,
release member's file to
himher  (when a
nonrated member
cannot be located after
separation, mail his/her
file to member's home
of record; if file is
returned, hold for 3
years, then destroy (See
Note 2). AUTH: N1-
AFU-86-23

when  member is
reported as missing in
action, captured or
interned, send file on
rated member to AF
Inspection and Safety
Center/SCF,  pending
final disposition from
AFMPC (when member
returns to duty, send
hisher file to gaining
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Continued. |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
activity (See Note 2).
AUTH: N1-AFU-86-23
29 Flight Record when  member is
Folders when reported as deceased,
member is reported hisher file becomes
as deceased personal effects;
dispose of per AFl 34-
502, (See Note 2).
AUTH: N1-AFU-86-23
30 Flight Record | Flight Record Folders on members | at Undergraduate Pilot | when member changes
Folders on members | who enter an Air Education and | Training and | station, give member
who enter  Air | Training Command formal flying | Undergraduate higher file to hand-
Education and | course leading to basic pilot or | Navigator  Training | carry to gaining HOSM
Training Command | navigator training base office (See Note 3).
courses AUTH: N1-AFU-86-23
31 Flight Evaluation | current flying qualifications of | at HOSM office and/or | when member changes
Folders (FEFs)(See | individuals;, includes AF Form 942, | member'sduty station | station, give member
Notes 1 and 2) Record of Evaluation; AF Form 8, higher file to hand-
Certificate of Aircrew Qualification, carry to gaining HOSM
and related documents, and flight office, forward any
instrument evaluation for pilots subsequently  received
related documents to
gaining HOSM office
(See Note 3). AUTH:
N1-AFU-86-23
32 FEFs when member when  member is
is disqualified for disqualified for flying
flying duties duties, release
member's  file to
him/her 5 years after
disqualification  (See
Note 2). AUTH: N1-
AFU-86-23
33 FEFs when member when  member is
is separated from the separated from service,
Sservice release member's file to
him/her (See Note 2).
AUTH: N1-AFU-86-23
34 FEFs when member when  member is
is  reported as reported as missing in
missing in action action, captured or
interned, send file on
rated member to
AFIA/SCF, pending
final disposition from
AFMPC (when member
returns to duty, send
his’her file to gaining
activity (See Note 2).
AUTH: N1-AFU-86-23
35 FEFs when member when  member is
is  reported as reported as deceased,
deceased his’her file becomes
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If the records are
or pertain to

consisting of

which are

then

personal effects,
dispose of per AFl 34-
502 (See Note 2).
AUTH: N1-AFU-86-23

36

Jump Record Folders
(JRFs)(See Notes 1
and 2)

37

JRFs when member
is detached from
jump duty

38

JRFs when member
is separated from the
Service

39

JRFs when member
is  reported as
missing in action

40

JRFs when member
is  reported as
deceased

certified records of parachutists jump
qualification and experience (AF Form
922); aeronautical orders (AF Form
1887) that initiate, modify, terminate
jump status or award parachutist's
ratings, training record (AF Form
702); medical qualification certificate
(AF Form 1042) and other source
documents affecting parachutist's jump
status or associated qualifications

at HOSM office

when member changes
dtation, give member
his’her file to hand-
carry to gaining HOSM
office; for any
subsequently  received
related documents to
gaining HOSM office
(See Note 3). AUTH:
N1-AFU-86-23

when  member is
detached from jump
duty, give file to
him/her for retention
pending subsequent
jump duty (See Note 2).
AUTH: N1-AFU-86-23

when member is
separated from service,
release member's file to
him/her (See Note 2).
AUTH: N1-AFU-86-23

when member is
reported as missing in
action, captured or
interned, forward
his’her file for
incluson in Master
Personnd Records
Group (See Note 2).
AUTH: N1-AFU-86-23

when  member is
reported deceased
his’her file becomes
personal effects;
dispose of per AFl 34-
502 (See Note 2).
AUTH: N1-AFU-86-23

41

aircrew waivers

waiver requests/approvals/denials to
flying requirements/procedures
prescribed in AFI 11-401 for aircrew
members and parachutists and for
their flight and/or jump duties

return to the individual
all except 2 most recent
years. AUTH: Ni1-
AFU-86-23

42

approval of
contractor operating
procedures and flight
crews

contractor crew member flight and
crew member qualification record, and
related documentation

destroy 90 days after
contract terminated or
sooner if requirement
to fly is canceled.
AUTH: N1-AFU-86-23
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A B C D
R
U
L If the records are
E or pertain to consisting of which are then
43 military pay order | suspense file of copies of AF Form | at HOSM office and/or | destroy after 1 year.
(MPO) records 1373, MPO Document Control Log-- [ a8 member's duty | AUTH: N1-AFU-86-23
Transmittal, and military pay orders | station
sent to Accounting and Finance Office
44 Daily Register of | Daily Register of Transactions destroy all except most
Transactions (DROT) that shows each transaction recent 3  months.
forwarded to DFAS-DE-JUMPS AUTH: N1-AFU-90-31
45 Headquarters HORIS report that provides key | at HQ USAF destroy when no longer
Operations Resource | aviation service data to HQ USAF, needed. AUTH: N1-
Information System | prepared through interface, with AFU-86-23
AFORMS, and supporting data
46 HORIS Report below below HQ USAF destroy when
HQ USAF superseded. AUTH:
N1-AFU-90-31
47 cad deks and destroy after 3 months
worksheets used in or when no longer
preparing  HORIS needed, whichever is
report sooner.  AUTH: N1-
AFU-86-23
48 HORIS Report Audit destroy after 1 month.
List AUTH: N1-AFU-90-31
49 flying evaluation | board proceedings and supporting destroy after 1 year.
boards, faculty | records, such as physica and AUTH: N1-AFU-90-3
boards, or | psychiatric exams, major aircraft
aeronautical  rating | accident and other reports, orders
boards suspending pilot from or returning
him/her to flying status
50 flying statusreports | reports of nonrated officers and destroy at end of FY for
enlisted personnel on flying status which authorization
covering man-year authorizations and was granted. AUTH:
supporting records for crew and non- N1-AFU-90-3
crew reguirements
51 crew information | locally devised forms used to collect destroy when
formats personnel and operational data on superseded or obsolete.
"lead-select" crews AUTH: N1-AFU-90-3
52 flying status actions | correspondence and related records | at destroy after 1 year.
pertaining to requests for suspensions, | MAJCOMSFOASma | AUTH: N1-AFU-90-3
fear of flying cases, excusal programs, | or subordinate
non-rated officer utilization, | commands
aeronautical rating data records that
pertain to aeronautical ratings or
suspensions or hazardous duty status
code changes and requests for update
of the Uniform Officer Records (UOR)
or Uniform Airman Record (UAR),
and applications or requests for
parachute jump status, and other
flying status actions
53 bel ow major | see table 37-11, rule 2.

subordinate commands

AUTH: N1-AFU-90-3




44 AFMAN 37-139 1 March 1996

NOTE(S):

1. Membersreview their FRFs, FEFs, and JRFs at certain intervals and certify on completeness and accuracy of the records.
2. Before releasing an FRF, FEF or JRF to a member when indicated in rules 25, 26, 27, 28, 30, 31, 32, 33, 34, 36, 37, 38,
39, remove all documents that account for disclosures of records requested under the Privacy Act. Destroy the disclosure
records 5 years after date of disclosure (see table 37-20, rule 7).

3. When changing to another station, member is given a Flight Record Package (an Individual Flight Records Envelope,
AF Form 455) that contains the FRF, a Master Card Deck (or equivalent) and Master Record List, and, if applicable, also
the FEF and JRF, to hand-carry to gaining station. Gaining station uses the Master Card Deck (or equivalent) to create new
computer record.

4. See AFM 171-190, Vadl I, tables 14-1, 14-2, for custodial, procedure and action requirements for members and Host
Operations System Management Office concerning entries into the AFORMS, and the maintenance, review, station-to-
station transfers to FRFs, FEFs, JRFs, and their disposition when closed out.

5. Seetable 36-44, rule 6, for disposition of copies of AF Form 8 used in flying training.

6. BLMPS - Base Level Military Personne System; FRDS - Flight Records Data System; MMICS - Maintenance
Management Information and Control System.

TABLE 13-11 |
SEARCH AND RESCUE (SAR) MISSION RECORDS |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
1 closed or suspended | narrative reports and message reports | at Rescue | retire as  permanent
missions of opening, supplemental, reopening, | Coordination Center | (See Notes 1 and 2).
and closed or suspended missions, | (RCC) for combat area | AUTH: N1-AFU-91-46
with related correspondence, | missions
pertaining to combat and noncombat
areamissons
1.01 aa RCC for closed | destroy 7 years after
noncombat area | mission is closed (See
missions other than | Note).  AUTH: N1-
rulel1.3 AFU-90-3
1.02 at RCC for suspended | hold in office for 7
noncombat area | years after mission is
missions other than | suspended, then destroy
ruel.3 (See Note). AUTH:
N1-AFU-90-3
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TABLE 13-11 |
Continued. |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
1.03 at RCC for noncombat | retire as permanent
missions of other than | (See Note 2). AUTH:
routine nature, such as | N1-AFU-91-46
those which have wide
media coverage,
involve U.S. or foreign
dignitaries,
international  flights,
terrorism, or similar
missions having
historical research
interest
2 at operating units for | see table 10-6 (See
closed missions Note 1). AUTH: N1-
AFU-91-46
3 at operating units for | see table 10-6. AUTH:
suspended missions N1-AFU-91-46
3.01 at other units destroy after 1 year.
AUTH: N1-AFU-90-3
4 monthly mission | form reports and related records other destroy after 5 years
summary reports than thosein rule 4.1 (See Note 1). AUTH:
N1-AFU-90-3
4.01 form reports and related records in | at operating units for | retire as permanent
combat areas suspended missions (See Note 2). AUTH:
N1-AFU-91-46
5 form reports involving AF aircraft see table 91-5. AUTH:
accidents N1-AFU-90-3
6 operations logs log books of all misson activities | at RCCs destroy after 7 years.
except rule 6.1 AUTH: N1-AFU-91-46
6.01 log books of combat and high interest retire as permanent
mission activities (See Notes 1 and 2).
AUTH: N1-AFU-91-46
7 incident forms incident forms pertaining to search destroy after 1 year.
and rescue and emergency locator AUTH: N1-AFU-90-3
transmitters not included in rules 1 -
3.1
NOTE(S):

1. On inactivation or relocation of a unit, transfer all records to the unit that assumes responsihility for the area in which
incidents occurred; destroy or retire the transferred records when specified retention periods have el apsed.
2. Transfer to the National Archivesin 5-year blocks when latest record is 25 years old.
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TABLE 13-12 |
EVACUATION PLANS OF AIRCRAFT IN SEVERE WEATHER |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
1 plans for evacuation | Air  Force  Service  Hurricane | at HQ 23d Air Force Permanent. Cut off
of aircraft in severe | Evacuation Plan (23d AF OPLAN when superseded or
weather 9507) obsolete. Transfer to
National Archives
when 15 years old in
10-year blocks. AUTH:
GRS 18/28a
2 at other than HQ 23d | destroy 3 years after
Air Force superseded or
rescinded. AUTH: N1-
AFU-90-3
3 Air Force base severe weather | subordinate command | destroy when
evacuation plan with form records of | and below superseded or

aircraft severe weather evacuation
information, aircraft refuge facility
data, hurricane and/or severe weather
assignment, severe weather evacuation
record, and related correspondence

rescinded. AUTH: N1-
AFU-90-3

4 annual tests of base
surface  evacuation

narrative reports and related papers

at base preparing plan

destroy after 1 year.
AUTH: N1-AFU-90-3

plans
TABLE 13-13 |
AIRCREW PERSONAL AUTHENTICATION |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
1 Personal card form for aircrew | at operating units destroy on
Authenticator Card membergindividuals who may be reaccomplishment of a
subject to action in or over hostile new form, on
territory termination of  or
Separation from
military  service, or
when individual is no
longer subject to action
in or over hogtle
territory. AUTH: NI1-
AFU-90-3
2 card form for individuals who are see table 36-3. AUTH:
missing or captured; maintained until N1-AFU-90-3
fate of casualty is determined
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TABLE 13-14 |
SEARCH AND RESCUE (SAR) AGREEMENTS AND SUPPORT RECORDS |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
1 agreements formal agreements  with  any | a federal SAR | destroy 1 year after
modifications and related records | coordinator agreement is
concerning search and  rescue terminated or obsolete.
operations involving foreign, federal, AUTH: N1-AFU-90-3
dtate, local and private agencies (See
Note)
2 SAR support control | lists of agencies involved in SAR destroy when

records

operations and the location of their
SAR facilities

superseded or obsolete.
AUTH: N1-AFU-90-3

NOTE: This rule applies to agreements made by SAR coordinator with foreign SAR authorities only on operational or
technical matters.

TABLE 13-15 |
GROUND RADAR AND TRACALSEVALUATION |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
1 quality control | detection performance data, quality | at Sites destroy after 1 year.
reports control chart, and quality control AUTH: N1-AFU-90-3
inspection sheets and comparable
records used to record equipment
performance
2 at monitoring | destroy when no longer
headquarters and any | needed. AUTH: N1-
other locations AFU-90-3
3 evaluation reports station, system, and special evaluation | at MAJCOMs
reports
4 at preparing
evaluation units
5 technical records, still photos, charts,
data forms, plans, report enclosures,
survey data, etc., used as a data base
for preparing reports
6 station, system, and special evaluation | at sites and monitoring | destroy on inactivation
reports headquarters or when superseded by
new report, whichever
is sooner. AUTH: N1-
AFU-90-3
7 ground radar station | continuous evaluation original reports destroy 1 year after end
reports of the year in which
last entry is made.
AUTH: N1-AFU-90-3
8 reports consolidated in command destroy 3 months after

periodic reports

end of report period.
AUTH: N1-AFU-90-3
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14. Intelligence. These tables cover disposition instructions for records pertaining to collection, identification, evaluation,
classification and dissemination of general and technical intelligence, including mapping, charting, and geodesy (MC&G).

TABLE 14-1 |
INTELLIGENCE RECORDS |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
1 indexes or accession | manual or machine-produced | based on AF | retire as permanent
lists subjective, regional, country or similar | intelligence production | with the records to
indexes or accesson lists of raw | activities or ther | which they pertain (See
finished intelligence used for research, | finished intelligence | Note). AUTH: NCI1-
identification, and location purposes, | products AFU-80-8
and prepared by AF intelligence
2 based on intelligence | see table 37-14.
research or library- | AUTH: N1-AFU-90-3
type activities of
intelligence  holdings
on raw and finished
intelligence  products
of other activities
3 special  indexes or | dispose of originas
bibliographies with the study or
prepared in support of | project of which they
studies or projects become a part. AUTH:
N1-AFU-90-3
4 rule 3 information | destroy when no longer
copies needed. AUTH: N1-
AFU-90-3
5 intelligence  record | data  accumulated  incident  to destroy 1 year after
dissemination disseminating intelligence reports, requirement is
publications and other records; discontinued or
supporting agreements; interpreting superseded. AUTH:
general redease  policies; and N1-AFU-90-3
substantiating requirements of the
various recipients of intelligence
records
6 joint and external see table 38-5. AUTH:
committee N1-AFU-90-3
membership
7 captured records information captured or confiscated in | at intelligence offices | disposition  pending.
wartime under international law AUTH: Unscheduled
including records of a foreign
government, military, private or other
ingtitutions
8 Sengitive DD Form 1847-1 or similar forms at 497 IG/INSB destroy after 70 years.
Compartmented AUTH: N1-AFU-90-3
Information  (SCI)

Nondisclosure
Agreements (NDAS)
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NOTE: Transfer to the National Archivesin 5-year blocks when latest record is 25 years old.
TABLE 14-2 |
COLLECTION RECORDS
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
1 raw intelligence intelligence information reports on | at HQ USAF See table 37-14.
domestic, foreign, scientific and AUTH: N1-AFU-90-3
technical intelligence matters which
have been recorded on microfilm or
microfilm aperture cards, or have been
determined not required
2 information copies at | destroy when
other than HQ USAF | superseded, obsolete or
no longer needed.
AUTH: N1-AFU-90-3
3 source and raw material, such as destroy 1 year after
photographs, messages, and other completion of report.
intelligence accumulated by AUTH: N1-AFU-90-3
originators and used in preparing DoD
intelligence information reports
4 collection correspondence and records pertaining | at HQ USAF destroy 1 year after
requirements to levy and collection action (for cancellation or
which DIA isthe office of record) completion. AUTH:
N1-AFU-90-3
5 at originating elements | destroy 3 years after
cancellation or
completion. AUTH:
N1-AFU-90-3
6 action information sets | destroy 90 days after
at fiedd collection | cancellation or
activities completion. AUTH:
N1-AFU-90-3
7 proposals for | correspondence and related records destroy 2 vyears after
collection of | regarding presentation of proposals for cancellation.  AUTH:
intelligence collection of inteligence  not N1-AFU-90-3
developed into collection requirements
8 collection operations | correspondence and related records destroy 1 year after
regarding individual case devel opment completion of project
and exploitation related to specia case and preparation of
project or casefile resulting intelligence
reports (EXCEPTION:
selected records may be
retained indefinitely as
background for known
recurring operations).
AUTH: N1-AFU-90-3
9 collection  devices | records  reflecting  activities  of destroy 2 vyears after
projects collection teams that monitor the project is completed or
development of devices and equipment cancelled. AUTH: N1-
from the standpoint of intelligence AFU-90-3
needs
10 USAF nameregistry | record on persons for whom the AF | records recorded on | see table 37-14.

has responsibility

microfilm

AUTH: N1-AFU-90-3
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TABLE 14-2 |
Continued.
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
11 individual files destroy when
inactivated or no longer
needed. AUTH: N1-
AFU-90-3
12 collection guidance | DIA  manuals, instructions, and | directed to be returned | request disposition
guidance letters accumulated at all AF | by  current DIA | instructions from HQ
activitiesand listed in AFIND-4 manuals AFISA/INSA(R).
AUTH: N1-AFU-90-3
13 not directed to be | destroy when
returned by current | superseded, obsolete, or
DIA manuals no longer needed.
AUTH: N1-AFU-90-3
14 record sets of AF 200-series manuals | at Rome Air | seetable 37-7. AUTH:
containing AF-produced photographic | Development Center N1-AFU-90-3
interpretation keys (PIKs)
15 retained in | disposition  pending.
conformance with | AUTH: Unscheduled
CODIBD-75
16 at activities other than | destroy when
rules 14 and 15 superseded, obsolete, or
no longer needed.
AUTH: N1-AFU-90-3
17 AF standard intelligence publications see table 37-7. AUTH:
not containing PIKs N1-AFU-90-3
18 HQ USAF intelligence guidance | record sets at HQ | disposition  pending.
numbered letters which provide | USAF AUTH: Unscheduled
regquirements, collection guidance of a
limited nature, and specific reporting
instructions
19 information copies destroy when
superseded or
rescinded. AUTH: N1-
AFU-90-3
20 ELINT data | mission folders containing electronic destroy after 1 year.
reduction intercept and analysis reports, AUTH: N1-AFU-90-3
supporting papers, and assorted
technical materials
21 master intercept tapes maintained for destroy 4 years from
EDP to provide a complete updated date of intercept.
records of intercepts AUTH: N1-AFU-90-3
22 subsidiary punched cards or other [ on unknown emitters | destroy when no longer
mass data records used in processing | and for intercepts | needed. AUTH: N1-
ELINT data originated by the | AFU-90-3
individual
organization
23 not covered inrule22 | destroy after 3 years or
when transcription to
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TABLE 14-2 |

Continued.

51

mrCX

If the records are
or pertain to

consisting of

which are

then

computer tape has been
accomplished. AUTH:
N1-AFU-90-3

24

25

blood chits

reports of lost blood chits

destroy 1 year after
release from
accountability. AUTH:
N1-AFU-90-3

inventory reports

when
AUTH:

destroy
superseded.
N1-AFU-90-3

26

27

OPTINT

photographic film and prints, paper
analogs and microfilm

Apollo Range
Instrumentation Ships
(ARIS) packed data
tapes and film stored
at Air Force Eastern
Test Range, Patrick
AFB, Florida

packed data tapes and
film  retained by
Foreign  Technology
Division

degaussy/destroy  data
after an annual review.
An absolute minimum
of classical mode
quality data will be
held for 5 vyears.
AUTH: N1-AFU-90-3

28

29

TELINT

paper analogs, messages, and reports

destroy analogs after an
annual review. An
absolute minimum of
classical mode quality
data will be held for 2
years. AUTH: Ni1-
AFU-90-3

magnetic tape

degauss tapes after
annual review. An
absolute minimum of
classical mode quality
will be held for 3 years.
AUTH: N1-AFU-90-3

30

31

32

RADINT

over-horizon detection (OHD) packed-
data tapes

degausy/destroy after 1
year. AUTH: N1-AFU-
90-3

ARIS packed-data tapes

degauss tapes after
annual review. An
absolute minimum of
classical mode quality
data will be retained 3
years. AUTH: Ni1-
AFU-90-3

Aerospace Defense Center packed-data
tapes

degauss tapes after
annual review. An
absolute minimum of
classical mode quality
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TABLE 14-2 |
Continued.
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
data will be retained 5
years. AUTH: N1-
AFU-90-3
33 PHOTINT filmed test events, data on paper destroy filmed test
analogs, magnetic tapes and events after 10 years.
photographs Duplicate films will be
destroyed after 5 years.
AUTH: N1-AFU-90-3
34 intelligence debriefs | debriefs, transcripts, messages, | at Joint SERE Support | retain pending approval
and related files on | studies, reports,  correspondence, | Agency (AF/XO) of disposition authority.
prisoners of war | maps, charts and other records AUTH: N1-AFU-90-3
(PWs), combat | pertaining to the subject matter.
escapees and | Includes all types of storage/recording
evaders, peacetime | formats, i.e, typed, handwritten,
captives, electronically produced or
internees/detainees, photographed, etc.
whether civilian or
military
35 at AFHRA
36 at Air Force activities
other than rules 34
and 35
TABLE 14-3 |
INTELLIGENCE ESTIMATE RECORDS |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
1 intelligence data reating to analyses of the | record sets  and | retire as permanent
estimates intentions, capabilities and | supporting records at | (See Note). AUTH:
vulnerabilities of nations and areas, | originating offices NC1-AFU-80-8
developed for use in operationa
planning
2 information copies destroy when
superseded, rescinded
or no longer needed.
AUTH: N1-AFU-90-3
3 intelligence data supporting an AF contribution to destroy after 5 years or
contributions  and | the national or joint estimate when no longer needed,
estimates whichever is sooner.
AUTH: N1-AFU-90-3
4 finished intelligence | specialized intelligence publications, | record sets  and | retire as permanent

reports

estimates, studies, surveys, reports,
analyses, evaluations and appraisals,
including both general and technical
intelligence and intelligence
concerning their combat applications

supporting records at
office of preparation

when rescinded,
superseded or obsolete
(See Note). AUTH:
NC1-AFU-80-8
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TABLE 14-3 |
Continued. |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
5 information  copies, | destroy when
including copies of | superseded, rescinded
intelligence  reports | or no longer needed.
produced by other | AUTH: N1-AFU-90-3
agencies
6 intelligence printed or processed materials, | information copies of | disposition  pending.
reference records photographs or maps accumulated at | finished intelligence | AUTH: Unscheduled
any organizational level as areference | reports at originating
file or for library intelligence research | activity
purposes
7 a HQ USAF and | destroy 5 years after
produced by other | record is superseded or
national  intelligence | rescinded. AUTH: N1-
agencies, DIA, unified | AFU-90-3
and special
commands, or by AF
activities for
departmental level
8 a other than HQ | destroy when
USAF superseded, rescinded
or no longer needed.
AUTH: N1-AFU-90-3

NOTE: Transfer to the National Archivesin 5-year blocks when latest record is 25 years old.

TABLE 14-4 |
INTELLIGENCE POLICY AND PLANNING RECORDS |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
1 policy directives nonstandard publications and letters | record sets at HQ | disposition pending.
that are directive in nature, which | USAF AUTH: Unscheduled
establish principles for al AF
intelligence components of unified and
specified commands, and the USAF
INTEL series
2 information copies destroy when
superseded or
rescinded. AUTH: N1-
AFU-90-3
3 planning HQ USAF plans, directives, disposition pending.
communications, and  supporting AUTH: Unscheduled

records relating to implementation of
DIA plans and development of AF
intelligence responsibilities, missions
and organization




54

AFMAN 37-139 1 March 1996

TABLE 14-4 |
Continued.
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
4 production planning | production surveys and studies, disposition  pending.
support program monitoring, and collection AUTH: Unscheduled
planning data system reports incident
to devdopment and  support
production planning
5 annexes to joint, | communications and records received | master Sets at | seetable 10-4. AUTH:
command, from other Defense agencies, AF | originating N1-AFU-90-3
operations, and | components of unified and specified | headquarters
wartime planning commands, and subordinate AF
echelons
6 a HQ USAF for | destroy when
monitoring  purposes | superseded, obsolete, or
and/or coordination no longer needed.
AUTH: N1-AFU-90-3
7 disclosure of military | records  of  National Military | at HQ USAF destroy after 10 years.
information to | Information Disclosure Policy AUTH: N1-AFU-90-3
foreign governments | Committee (NDPC) which announce
and international | the National Disclosure Policy
organizations (NDTC-1), AF representation on the
NDPC, approval and denial by the
NDPC of requests for exception
surveys of foreign governments
conducted by NDPC representatives,
and related papers
8 policies which reflect, substantiate, | at any AF level with
and implement international or | disclosure authority
bilateral negotiations, arrangements,
and agreements on exchange or
release  of classified/unclassified
military  information to foreign
governments and international
organizations
9 completed control case files on release | pertinent to disclosure
of records to foreign governments, | of classified
foreign nationals, and international | information
organizations, containing requests for
the records, authorizations, and
justifications for the release, and
related papers
10 pertinent to disclosure | destroy after 2 years or
of unclassified | when no longer needed,
information whichever is sooner.
AUTH: N1-AFU-90-3
10.01 information copies

below major command
level pertinent to
disclosure of classified
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TABLE 14-4 |
Continued.
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
and unclassified
information
11 signed receipts for conditions of | destroy after 6 years.
records released to disclosure, and serve | AUTH: N1-AFU-90-3
accredited as a records of the
representatives  of transfer of
foreign nations (see accountability for
table 314  for classified information,
exchanges under and as a certificate of
NATO, SEATO or agreement on the part
CENTO agreements) of the  recipient
government about
further handling of the
information
12 contract documentation of implementation, disposition  pending.
devel opment and | contract development, substantive AUTH: Unscheduled
monitoring monitorship, bids, proposals,
brochures, technical guidance, reports,
correspondence, contracts and
amendments, fulfillment of
requirements, studies, and contractor
final reports of external assistance and
contracts and agreements with
Government agencies and civilian
contractors that provide technical and
scientific contributions for intelligence
efforts
13 production master files of project or task disposition  pending.
expenditures assignment forms authorization for AUTH: Unscheduled
commitment and expenditure of
intelligence production resources
14 project or task case files documenting
expenditures of
production capabilities
15 documenting destroy after 2 years.
expenditures incident | AUTH: N1-AFU-90-3
to administration
16 routine matters or one-time requests

consisting of reference records,
machine tapes, reports, briefings,
records that establish production
policy, planning, or procedura
devel opment
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TABLE 145 |
FOREIGN NATIONALS |

A B C D

R

U

L If the records are

E or pertain to consisting of which are then

1 requests for visits requests for authorization to visit AF | at HQ USAF destroy after 2 years.
installations and/or industrial AUTH: N1-AFU-90-3
facilities, degree  of security
classification authorized, letters of
authority to visit, report of visit, and
log books

1.01 at other than HQ | destroy short term visit

USAF requests (1-30 days)
after 3 months; destroy
long term visit requests
(1 month-1 year) after
1 year. AUTH: N1-
AFU-90-3

2 tour folders tour letters, biographical sketches, |at HQ USAF or
itineraries, and pertinent protocol | MAJCOMSs
information on foreign nationals under
auspices of OSAF or Chief of Staff,

USAF, Inter-American  Relations
Program, or MAP
3 forms and logs at HQ USAF destroy after 20 years.
AUTH: N1-AFU-90-3

4 country files records containing information on destroy after 2 years.
countries which send representatives AUTH: N1-AFU-90-3
tovisit AF installations

5 awards general orders and correspondence | at HQ USAF destroy after 4 years.
concerning awards or AUTH: N1-AFU-90-3
recommendations for awards

6 at field activities destroy after 2 years.

AUTH: N1-AFU-90-3
7 logs at HQ USAF destroy after 20 years.

AUTH: N1-AFU-90-3
8 medical treatment See table 41-11.

AUTH: N1-AFU-90-3

9 accredited attaches a roster of service attaches accredited | record  copies  at | destroy after 20 years.
to the AF, in booklet form, revised | originating offices AUTH: N1-AFU-90-3
quarterly, containing position
assignments, local addresses, and
basic family data (used primarily for
protocol matters)

10 information copies destroy when
superseded or no longer
needed. AUTH: N1-
AFU-90-3

11 Individual  Foreign | accreditation paperwork, photographs, | at HQ USAF destroy when no longer

Attache Information
Folder

biographical data and other
correspondence pertaining to
individual attaches accredited to the
Air Force

needed. AUTH: N1-
AFU-87-28
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TABLE 14-6 |
MAPPING, CHARTING AND GEODESY (MC& G) RECORDS |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
1 requirement copies of regquirements, submissions, destroy when no longer
guidance, studies, background needed. AUTH: N1-
information, and other information AFU-92-18
related to MC& G requirements.
2 development project | technical data, documentary material destroy when no longer
files and background studies or reports needed. AUTH: N1-
related to developmental MC&G AFU-92-18
programs or weapon systems using
MC& G products and services.
3 standard analog | technical data, catalogs, specifications, destroy when no longer
MC&G products and background information related to needed or when no
standard aeronautical, hydrographic, longer produced.
topographic, target material, and AUTH: N1-AFU-92-18
general purpose MC& G products.
4 sample MC&G | maps, charts, photos, negatives, destroy when no longer
products graphics, prototype products and any needed or when product
other MC& G material kept as sample is obsolete.  AUTH:
products or for reference purposes N1-AFU-92-18
5 point positioning | preprocessed sets of rectified and | held by the using | destroy when no longer
databases (PPDB) gridded photographs, reference | agency needed or when product

booklets or magnetic media

is obsolete. (See Note)
AUTH: N1-AFU-92-18

NOTE: Copies of destruction certificates for all PPDB materials destroyed will be forwarded to director, DMA Combat
Support Center, ATTN: PPO, Washington, DC 20315-0010.

TABLE 14-7 |
DIGITAL DATA RECORDS |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
1 standard digital | technical data, specifications and destroy when no longer
MC&G products background information related to needed. AUTH: N1-
standard digital terrain data, feature AFU-92-17
data, maps and other digital products
2 simulator databases | technical data, transformation | other material destroy when no longer
information and other records related needed. AUTH: N1-
to simulator databases AFU-92-17
3 printed, charts;, maps, atlases, portfolios, | held by the producing | destroy when no longer

photoprocesses, and
similarly  produced
charts and maps (See
Note 2)

photomaps, and all related indexes, in
map or other form, including each
edition or variant thereof, produced for
or by the AF

activities

needed. AUTH: NC1-
AFU-78-48
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Continued.
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If the records are
or pertain to

consisting of

which are

then

AM - C X0

point positioning
data bases (PPDBS)

preprocessed sets of photographs

destroy when no longer
needed in accordance
with existing security
regulations,  forward
copies of the
destruction

certifications to
Defense Mapping
Agency (DMA)(See
Note 3). AUTH: N1-
AFU-90-3

5 research  reference
records (See Note 1)

written results of anayss and
evaluation of data covering a specific
area or region, project files, area
studies, or reports of studies of
astrodynamics, geodetic, geopolitical,
or geophysical significance

held by the producing
activity

destroy 1 year after
incorporation in a
completed project or
publication, or when
superseded or obsolete,
whichever is sooner.
AUTH:  N1-AFU-78-
49

NOTE(S):

1. They may also include intelligence information; seetablesin 14-series for disposition instructions.

2. Forward 2 copiesto DMAAC/MCEA.
3. Send destruction certificationsto: DMAAC, ATTN: PPDG, 3200 South Second Street, St Louis, MO 63118-3399.

TABLE 14-8 |
FLIGHT INFORMATION PUBLICATIONS (FLIP) RECORDS (see note) |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
1 background NOTAMSs, airfied diagrams, destroy when no longer
materials engineering drawings, and needed. AUTH: N1-
communications from AF activities, AFU-92-20
FAA, USC&GS, NOAA, and other
government agencies.
2 flight information | records related to aeronautical | held by AF activities destroy when
publications facilities, flight planning records, superseded, obsolete or
enroute high/low altitude charts, no longer needed.
terminal flight information AUTH: N1-AFU-92-20
publications, foreign clearance guides,
and similar records for AF use.
3 record set of FLIPs see Table 37-7, Rule 1.
AUTH: N1-AFU-92-20

NOTE: FLIP material are addressed in AFI 11-201.
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TABLE 14-9 |

GEODESY RECORDS I

59

A

If the records are
or pertain to

consisting of

which are

then

M CX

basic records

data related to conventional, magnetic,
satellite, gravity, astronomic, or
inertial  surveys, data which may
reflect observations, and data related
to geodetic mathematical models

2 mathematical

computations involved in converting

held by AF activities

destroy when no longer
needed. AUTH: N1-
AFU-92-19

computations or transforming coordinates between
reference systems, calculating
information from coordinates or earth
measurements
3 preliminary destroy preliminary
computations computations when no
longer needed. AUTH:
N1-AFU-90-3
4 office records computations involved in determining | at organizations | destroy originals when
final values to be derived from | performing no longer needed.
observed data by adjustment or some | computation AUTH: NC1-AFU-78-
other process 46
5 geodetic or gravity | send two copies to
data DMAAC/ GDGG.
AUTH: NC1-AFU-78-
46
TABLE 14-10 |
SCI ADMINISTRATIVE SECURITY RECORDS |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
1 accountability registers, logs, or retained copies of | used to record the | disposition  pending.
records for incoming | documents receipts/shipping manifests | receipt and internal | AUTH: Unscheduled
SCl (excludes | received with  hard copy SCI | distribution of SCI
CSSOs) documents, TCC message logs, forms | received by a SCIF

or similar records

regardless of the

manner received

2 accountability registers, logs, forms shipping | used to acknowledge | disposition  pending.
records for outgoing | manifests  specifically  describing | receipt of SCI | AUTH: Unscheduled
SCl (excludes | outgoing SCI transferred among
CSSOs) physically  separated
SCIFs
3 CSSO accountability | registers, logs, document receipts, | used for recording and | disposition  pending.

records for SCI

destruction certificates, control cards,
inventory records

acknowledging the
receipt, routing
location and
disposition of SCI

accounting the CSSO

AUTH: Unscheduled
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TABLE 14-10 |
Continued. |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
4 contractor/consultant | access records showing signatures of [ at CSSOs and other | disposition  pending.
SClI  (access by | contractor/consultants having accessto | SCIFs AUTH: Unscheduled
visual, oral, or | individual SCI items
physical means)
records
5 accountability record | registers, log, or retained copies of | related to documents | disposition  pending.
for incoming | receipts/shipping manifests received | physically held within | AUTH: Unscheduled
collateral  material | with hard copy documents; TCC | a SCIF excluding
controlled according | message logs, forms or similar records | CSSOs
to AFPD 31-4
6 pouch and package | forms receipting (by package number | used to obtain areceipt | disposition  pending.
receipts for SCI or sdmilar identification for sealed | for sealed outgoing | AUTH: Unscheduled
packages or pouches containing SCI package to be sent by
DEFCOS or other
authorized courier
7 pertinent to sealed | disposition  pending.
incoming packages | AUTH: Unscheduled
received via DEFCOS
or other authorized
courier
8 SCl sanitization, | agreements among “Proper [ used to document | disposition  pending.
memorandum of | Authorities” and supporting SCI | needed SCI | AUTH: Unscheduled
agreements of | procedures sanitization support
similar records
9 records of [ a description of the sanitization or | used to document | disposition  pending.
sanitization or | rdlease action taken by a “Proper | action taken according | AUTH: Unscheduled
operational use of | Authority” to USAFINTEL 201-1,
SCl in Chapter 15
emergency/hogtilities
situation
10 SCI sanitization in | copies of sanitized records annotated | used to document | disposition  pending.
non-emergency with original SCI source nonemergency AUTH: Unscheduled
situations sanitization  actions
taken according to
USAFINTEL 201-1
11 introduction and use | fictitious or simulated SCI products | used to add realism to | disposition  pending.
of fictious SCI into | and reports the exercise scenario AUTH: Unscheduled
field EXErCises,
command post
exercises, or training
situations
12 access to GAMMA | registers and access rostersrequired by | used to record the | disposition  pending.
products USAFINTEL 201-1, Chapter 20 signature and related | AUTH: Unscheduled
data of persons having
access to individua
GAMMA products
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TABLE 14-10 |
Continued. |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
13 Consumer a periodic specialized SCI Intelligence | the results of in-depth | disposition  pending.
Intelligencereports | reports, studies, including both | research and analysis | AUTH: Unscheduled
technical and general Inteligence | for SCI consumers
concerning their combat application
14 destruction destruction certificates certifying the disposition  pending.
certificates for | destruction of GAMMA material AUTH: Unscheduled
GAMMA material
15 destruction destruction certificates certifying the disposition  pending.
certificates for | destruction of BRAVO material AUTH:  Unscheduled
BRAVO material disposition  pending.
AUTH: Unscheduled
16 ROXAD Messages messages disseminating SCI security disposition  pending.
education/awareness, and information AUTH: Unscheduled
on existing policy
17 ODANS, OILAH, | messages used to disseminate SCI disposition  pending.
OSSIZ and VATOS | policy guidance up to the SI, TK, and AUTH: Unscheduled
Messages BRAVO level
18 inadvertent agreements subscribing to secrecy | at AF/INSC an part of | disposition  pending.
disclosure rules signed at the time of inadvertent | an SCl security | AUTH: Unscheduled
agreements disclosure to SCI by non-SCI | incident report
indoctrinated
19 disposition  pending.
AUTH: Unscheduled
20 SCl security | reports of SCI  security violations, | declared an  SCI | disposition  pending.
violations, incidents | incidents or compromises of SCI compromise by | AUTH: Unscheduled
or compro AF/INSC, DIA, NSA,
or CIA
21 not declared an SCI | disposition  pending.
compromise AUTH: Unscheduled
22 SCl security | security education literature, posters, | conducted by SCI | disposition  pending.
education programs | lectures, etc. Security Officials AUTH: Unscheduled
23 GAMMA, LOMA, | Logs, registers, forms, or similar disposition  pending.
and BRAVO | records AUTH: Unscheduled
accountability,
control and
inventories
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TABLE 14-11 |
SCI PERSONNEL SECURITY RECORDS |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
1 personnel  security | complete case files showing dates of | at AF/INSB disposition  pending.
access or | access, adjudication data and AUTH: unscheduled
adjudication of | rationale, reason for debriefing or
persons filling or | determining indigible for SCI
nominated to fill SCI
position
2 access requests investigative request
and reports, indoctrination/debriefing
reports, in status transfer
authorizations, copies of persona
history statements, SCI data code
award/deletion
3 disposition  pending.
AUTH: unscheduled
4 “For Causg” | recommendations, reports, and other | at AF/INSB, if not | disposition  pending.
Separation or | records concerning possible “for | closed favorably AUTH: unscheduled
discharge  actions | cause” separation actions on SCI
under USAFINTEL | indoctrinated persons
201-1, Chapter 3 and
/AFP D 31-5; AF
31-501
4.01 at AF/INSB if closed | disposition  pending.
favorably AUTH: unscheduled
5 disposition  pending.
AUTH: unscheduled
6 absentee case files data on SCI indoctrinated persons | at AF/INSB disposition  pending.
listed as missing AUTH: unscheduled
7 disposition  pending.
AUTH: unscheduled
8 SCI hillet validation | records validating decisions disposition  pending.
records concerning SCI billet establishment, AUTH: unscheduled
redesignation, realignment, deletion or
change
9 SCI  indoctrination | DD Form 1847 and 1848, or similar | at all officesif used to | disposition  pending.
and debriefing oaths | forms maintain SCI hillet | AUTH: unscheduled
records
10 SCI indoctrination/ | Briefing dides, scripts, video tapes, disposition  pending.
debriefing materials | etc. AUTH: unscheduled
11 Assignment or travel | documents concerning the travel of | at AF/INSC disposition  pending.
to hazardous areas | SCI indoctrinated persons AUTH: unscheduled
listed in
USAFINTEL 201-1
Chapter 21
12 disposition  pending.

AUTH: unscheduled
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TABLE 14-11 |
Continued. |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
13 SCI reindoctrination | records pertaining to periodic or | accomplished disposition  pending.
oath/register special SCI reindoctrinations according to | AUTH: unscheduled
USAFINTEL  201-1,
Chapters4 and 19
14 SCI Billet Structure | monthly or periodic ADP other listings disposition  pending.
(SCIBS) reflecting SCIBS data required by AUTH: unscheduled
USAFINTEL 201-1, Chapter 2
15 SCl secrecy | SCI Nondisclosure Statements (DD | at AF/INSB disposition  pending.
agreements Form 1847-1 or similar forms) AUTH: unscheduled
16 disposition  pending.
AUTH: unscheduled
17 Special purpose | Name, rank, SSAN, access, date(s), | at al servicing SSO's | disposition  pending.
access (SPA) | purpose and organization and MAJCOM SSO's | AUTH: unscheduled
accountability
18 Access certifications | all access certification documentation | at AF/INSB and all | disposition  pending.
for foreign | pertaining to foreign visits other offices AUTH: unscheduled
visitslvisitors
19 Permanent all permanent certification | at AF/INSB and all | disposition  pending.
certifications for | documentation pertaining to foreign | other offices AUTH: unscheduled
foreign visitsvisitors | visits
20 Indoctrination/debrie | vugraphs, scripts, video tapes or | a8 SSOSYSVAs and | disposition  pending.
fing material similar records organizations with | AUTH: unscheduled
indoc/debriefing
authority
TABLE 14-12 |
SCI PHYSICAL SECURITY RECORDS |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
1 SCIF validation and | records officially accrediting a SCIF | at AF/INSC disposition  pending.
accreditation for SCI operations to include related AUTH: unscheduled
checklists, drawings, exceptions, and
similar data
2 a  MAJCOM and | disposition  pending.
intermediate SCI | AUTH: unscheduled
security offices
(SSO,SVA Custodian,
SSR, CSSO) with SCI
Security cognizance
3 at the SCIF involved disposition  pending.

AUTH: unscheduled
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TABLE 14-12 |
Continued. |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
4 Technical reports of physical and electronic disposition  pending.
Surveillance searches conducted within SCIFs and AUTH: unscheduled
Countermeasure corrective action follow-up data
(TSCM) surveys

conducted according
to AFl 71-101,Val |

5 TSWA Approval TSWA approval letters or messages disposition  pending.
from AF/INSCF and MAJCOMs AUTH: unscheduled
6 SCl Emergency | plans developed to protect SCIFs from | required by Chapter 17 | disposition  pending.
Action Plans (EAPs) | attack or capture by hogtile forces, | of USAFINTEL 201-1 | AUTH: unscheduled
natural phenomena, fire, sabotage,
riots, or similar conditions
7 Semi-Annual tests of | records concerning evaluation and | used to determine the | disposition  pending.
SCIF alarm systems | monthly testing of installed alarm | effectiveness of alarm | AUTH: unscheduled
(AF Form 2530) and | syssems and quarterly  security | operations and general
Semi-Annual response force tests security alertness of
security response response forces
force tests. VATOS
1-93
8 Random Search | reports of results of monthly random disposition  pending.
program records searches AUTH: unscheduled
9 Bimonthly  Status | status reports of SCIFs under disposition  pending.
Reports construction/major modification. AUTH: unscheduled

NOTE: The cognizant SCI official will retain an audit trail of actions affecting physical/ TEMPEST security of the SCIF for
the period of its accreditation. Selected material may be retained beyond 6 months after withdrawal of accreditation if there
isany likdihood of reaccreditation. Any reaccreditation of a facility after withdrawal must comply with current regulatory
requirements according to DCID 1/21. VATOS 1-93

15. Weather. Palicies, procedures and technical guidance governing weather and space environmental services activities.
These activities include ground/aerial weather observations and forecasts, climatology, weather modification, high altitude
density calculations, solar flare information, observations and forecasts of ionospheric disturbances, meteorological services
related to air pollution control, and the storage and retrieval of atmospheric and space environmental data. (Aerial weather
reconnaissance pilot and aircrew instructions are contained in the 11-series.)
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TABLE 15-1 |
WEATHER AND SPACE ENVIRONMENT OBSERVING RECORDS |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
1 observing records not mentioned elsewhere in destroy when no longer
worksheets and | thistable needed. AUTH: N1-
workcharts AFU-90-3
2 surfacing observing | original weather observation forms in send to the National
records the possession of USAFETAC OL-A, Climatic Data Center
Asheville, NC (NCDC) after 1 month,
or after processing,
whichever is later.
AUTH: N1-AFU-90-3
201 original weather observations formsor | at home station or | send to USAFETAC
AWDS-generated forms produced by | deployed location OL-A, Asheville, NC
wesather stations or teams AUTH: N1-AFU-90-3
3 duplicate weather observation forms destroy after 5 years.
AUTH: N1-AFU-90-3
4 equipment recorder charts, rolls, or destroy after 15 days or
printouts such as transmissometer when no longer needed,
rolls, wind rollgprintouts, and whichever is later.
barograph charts AUTH: N1-AFU-90-3
5 surfacing observing | barometer destroy when  the
records standardi zations/comparisons aneroid barometer to
which they apply is
replaced. AUTH: N1-
AFU-90-3
6 upper air observing | original data in the possession of send to the NCDC after
records USAFETAC OL-A, Asheville, NC 1 month, or after
processing, whichever
is later. AUTH: N1-
AFU-90-3
6.01 original data produced by westher | a& home station or | send to USAFETAC
stations or teams deployed locations OL-A, Asheville, NC.
AUTH: N1-AFU-90-3
7 weather adiabatic charts; RECCO forms, | at USAFETAC OL-A, | send to the NCDC after
reconnaissance detailed eye center and supplemental | Asheville, NC 1 month, or after
records vortex data messages processing, whichever
is later. AUTH: N1-
AFU-90-3
7.01 produced by | send to USAFETAC
reconnaissance OL-A, Asheville, NC.
personnel AUTH: N1-AFU-90-3
8 all other weather reconnaissance data destroy after 3 months

or when no longer
needed, whichever is
later. AUTH: N1-
AFU-90-3
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TABLE 15-1 |
Continued. |
A B C D

R

U

L If the records are

E or pertain to consisting of which are then

9 space data original optical patrol worksheets and send to the National
patrol film, radio solar patrol logs and Geophysical Data
radiometer strip charts used in manual Center (NGDC) after
patrol, SFIR strip charts and merged 30 days. AUTH: N1-
magnetic tapes of monthly digital data AFU-90-3
from RSTN observing sites, ionograms
(traces/films/tapes), riometer and radio
SIDS charts and  ionospheric
worksheets

10 (RESERVED) (RESERVED)

11 geophysical observations that are send to the NGDC after
interpretable without reference to 1 month, or after
recording equipment and/or of lasting processing, whichever
value is later. AUTH: N1-

AFU-90-3

12 original data such as space scientific send to the National
geophysical observations from rockets Space Sciences Data
and satellites Center after 1 month,

or after processing,
whichever is later.
AUTH: N1-AFU-90-3
13 Defense  Meteorological ~ Satellite | original digital data | transfer to National
Program (DMSP) from al  sensors | Environmental
received at Air Force | Satellite, Data, and
Global Weather | Information Service
Central (AFGWC) (NESDIS) after 1 week.
AUTH: N1-AFU-90-3
13.01 (RESERVED) (RESERVED)
13.02 Defense  Meteorological  Satellite | softcopy imagery at | destroy after 15 days.
Program (DMSP) locations other than | AUTH: N1-AFU-90-3
AFGWC
13.03 (RESERVED) (RESERVED)
14
14.01 meteorological satellite (METSAT) | softcopy imagery at | destroy after 15 days.
data not from DMSP locations other than | AUTH: N1-AFU-90-3
AFGWC
14.02 selected METSAT, ionospheric, or destroy when no longer
space environmental data used for needed. AUTH: N1-
special studies/training AFU-90-3

15 DMSP special sensor data magnetic send to the NGDC after

tape from ionospheric sensors 1 week. AUTH: N1-
AFU-90-3

16 DMSP special sensor data magnetic send to the NCDC after

tape from atmospheric sensors 1 week. AUTH: N1-
AFU-90-3

17 weather radar conventional radar observations log | originals send to the National

produced by stations on the US Basic Climatic Data Center
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TABLE 15-1 |
Continued. |

A B C D

R

U

L If the records are

E or pertain to consisting of which are then
Weather Network and those that after 1 month. AUTH:
support the National Hurricane Plan N1-AFU-90-3

18 duplicates destroy after 1 month.

AUTH: N1-AFU-90-3

19 conventional radar observations logs destroy after 3 months.
produced by stations not part of the US AUTH: N1-AFU-88-42
Basic Weather Network and those that
support the National Hurricane Plan

20 conventional radar scope photographs send to the NCDC
of tropical storms when local purpose has

been served. AUTH:
N1-AFU-90-3
21 conventional radar performance logs destroy when no longer
needed. AUTH: N1-
AFU-90-3
22 weather and space | outage logs destroy when no longer
environmental needed, or after 3
observing equipment months, whichever is
later. AUTH: N1-
AFU-90-3
TABLE 15-2 |
FORECASTING RECORDSAND CHARTS |
A B C D

R

U

L If the records are

E or pertain to consisting of which are then

1 forecasting records not mentioned esewhere in destroy when no longer

worksheets and | thistable needed. AUTH: N1-
workcharts AFU-90-3

2 written, pictorial, or | terminal forecast worksheets, time | aa home station or | destroy after 3 months,

magnetic tape | cross-sections, weather warning and | deployed location or when no longer

forecasts advisory logs, flight weather briefing needed, whichever is
forms, flimses, folder briefing logs, later. AUTH: N1-
and similar records AFU-90-3

3 (RESERVED) (RESERVED)

4 charts hand-prepared, recorded, or destroy locally after one
microfilmed meteorol ogical or month or when no
astrophysical prognosis and analysis longer needed,
charts whichever is later.

AUTH: N1-AFU-90-3

5 (RESERVED) (RESERVED)

6 meteorological or astrophysical charts send to  Nationa
designated for microfilming or use in Climatic Data Center
special studies (NCDC) or Nationa

Geophysical Data
Center (NGDC), as
appropriate, after 1
month or when no
longer needed,
whichever is later.

AUTH: N1-AFU-90-3




68

AFMAN 37-139 1 March 1996

TABLE 15-3 |
ELECTRICALLY TRANSMITTED DATA RECORDS |
A B C D

R

U

L If the records are

E or pertain to consisting of which are then

1 teletype/a pha- weather  observations,  forecasts, destroy when no longer
numeric hard copy | prognostic data, analysis, etc. needed. AUTH: N1-
or magnetic tape AFU-92-32
data collections

2 facsimile charts

3 (RESERVED) (RESERVED)

4 communications outage logs destroy after 3 months
Service, or when no longer
communications needed, whichever is
equi pment, or later. AUTH: N1-
display eguipment AFU-90-3

5 data requirements data requirements requests and listings | for routine data destroy when no longer

and facsimile products listings needed. AUTH: N1-
AFU-90-3
6 (RESERVED) (RESERVED)
7 electronic data selected moddl and observations data | produced at Air Force | send to USAFETAC
fields Global Weather | OL-A, Asheville, NC
Central (AFGWC) when no longer needed.
AUTH: N1-AFU-90-3
TABLE 154 |
OTHER WEATHER OR SPACE ENVIRONMENTAL RECORDS
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
1 local dissemination autowriter rolls and dissemination logs destroy when no longer
needed, or after 1
month, whichever is
later. AUTH: N1-
AFU-90-3

2 pilot reports formsand PMSV logs destroy after 1 month.
AUTH: N1-AFU-90-3

3 AIREP logs destroy when no longer
needed. AUTH: N1-
AFU-90-3

4 technical analyses or | weather, climatological, or space | original, whether | destroy after 2 years, or
studies, published or | environmental analyses  reports, | prepared at  home | when no longer needed,
unpublished papers, notes, conclusions, rules, | station or deployed | whichever is later.
validated or | memos, notebooks, etc. location, or received in | AUTH: N1-AFU-86-51
unvalidated response to a Specia

Assistance  Regquest

(SAR)

duplicates, office | destroy when
reference collection, or | superseded, obsolete, or
file copy no longer needed.

AUTH: N1-AFU-90-3
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TABLE 154 |
Continued.
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
6 summaries of weather or gspace
environmental data  such as
conditional climatology tables
7 workshests, computer data, destroy when no longer
workcharts, or other data needed. AUTH: N1-
AFU-90-3
8 source material transfer with original
copy of related
environmental  study.
AUTH: N1-AFU-90-3
9 records pertaining to the location, destroy when obsolete.
acquisition, or use of sources of AUTH: N1-AFU-90-3
environmental data
10 weather modification | logs, reports, and similar records destroy after 5 years.
AUTH: N1-AFU-90-3
11 evaluation program | worksheets, surveys, reports, quality destroy after 1 year or

records

control registers and summaries, and
localy or centrally produced
operationa evaluation data

when no longer needed,
whichever is later.
AUTH: N1-AFU-90-3

16. Operations Support. These tables cover records pertaining to political military and security assistance programs and
foreign disclosure.

TABLE 16-1 |
POLITICAL MILITARY AND SECURITY ASSISTANCE PROGRAM RECORDS |
A B C D

R

U

L If the records are

E or pertain to consisting of which are then

1 Security Assistance | all records pertaining to a program | at all levels of USAF keep records until no

Programs which are, | saleor transfer longer needed as
oo may be in directed by SAF.
litigation AUTH: N1-AFU-90-3

2 Journal of Military | a quarterly publication which includes | at SAF disposition  pending.

Assistance datistical and control-type data, AUTH: Unscheduled
summaries of status, and progress of
principle programs and objectives

3 (RESERVED) (RESERVED)

4 supporting records, including disposition  pending.
miscellaneous statistical data, political AUTH: Unscheduled
messages and reports, coordination
and/or comments from OSD, Army,
and Navy covering tri-service
programs, and related correspondence

5 records of  AF | program directives, materiel guidance disposition  pending.

sections of MAAGs
and missions

records, etc., and requisition case files

AUTH: Unscheduled
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TABLE 16-1 |
Continued. |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
6 copies of records used for destroy when no longer

requisitioning and delivery of materiel
and services, also similar-type supply
transactions processed according to
MILSTRIP, MILSTAMP, and
UMMIPS procedures

needed. AUTH: N1-
AFU-90-3

7 foreign military sales | case files which contain all records | at SAF, HQ AFMC, | disposition  pending.
(FMS), grant aid, | required to monitor and process the | HQ AETC, ALC, | AUTH: Unscheduled
military assistance | sale and delivery of materiel and | product centers, and
programs, and other | services to eigible foreign countries | monitoring activities
security  assistance | from  receipt  of the USAF
programs implementing  directive to fina

accounting and closing of the case,
including copy of the USAF directive,
letter of request, letter of offer and
acceptance,  supply  transactions,
program changes, procurement data,
requisition data, ddivery listings,
shipping information, closing action
and related correspondence

8 reports, such as FMS deliveries and/or | at performing | destroy when no longer

services performed, which contain all | organizations needed, provided

actual materiel, training, and services information thereon

provided to eligible foreign countries has been made part of a
case file. AUTH: N1-
AFU-90-3

9 ddlivery lists a HQ DFASDE|se table 177-3.

activities AUTH: N1-AFU-90-3

10 reports, such as FMS forecast of | at DFAS-DE destroy 10 years after

deliveries report, part |-status of FMS period  of report.
(open cases only) quarterly report; part AUTH: N1-AFU-90-3
Il-status of FMS (closed cases only)
annual report
11 at other than DFAS- | destroy when
DE superseded by an
updated report, or when
no longer needed.
AUTH: N1-AFU-90-3
12 data processing records, such as destroy 60 days after
suspense listings, checklists, proof item action or terminal
lists, monitor lists, error lists, and reports have  been
similar data prepared. AUTH: N1-
AFU-90-3
13 grant aid automated | transaction source data in card format, destroy 7 calendar days

program control data

such as DMAS5, P&R, commitments,
corrections, MASL, delivery,
supplemental  program  directives,
requisition status, routing identifier,

after cards have been
converted to the source
data input tape.
AUTH: N1-AFU-90-3
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TABLE 16-1 |

Continued.

71

mrCX

If the records are
or pertain to

consisting of

which are

then

GL 188, as requested data and forecast
data

14 daily source data input tape for run hold 10 calendar days,
BFOO destroy after data has
been input to the basic
system. AUTH: NI1-
AFU-90-3
15 daily source data input tape for run hold 30 calendar days,
BDOO destroy after data has
been input into the
basic system. AUTH:
N1-AFU-90-3
16 detail delivery data hold on tape for 1 FY
after retirement of the
program line; produce
and furnish a hard copy
to the appropriate
finance and accounting
activity  for later
retirement to WNRC.
AUTH: N1-AFU-90-3
17 requisitions and satus data for delete from the
Security Assistance Program line permanent history tape
at the time the Security
Assistance Program
lines are retired.
AUTH: N1-AFU-90-3
18 grant aid reporting monthly detail supply performance | a8 MAJCOMs and | disposition  pending.
reports, and monthly MSAF detailed | above AUTH: Unscheduled
supply performance report
19 below MAJCOMs destroy after 1 year.
AUTH: N1-AFU-90-3
20 quarterly summary of  Security destroy after 3 years
Assistance Program performance and (EXCEPTION:  when
forecast inactive, retire the 30
June report to WNRC
as permanent). AUTH:
N1-AFU-90-3
21 military assistance article and service destroy when
list used to provide price, source superseded by an
availability, and lead-time data for use updated report. AUTH:
by the unified commands and military N1-AFU-90-3
departments
22 grant aid country | requisition data, delivery data, forecast | at performing | destroy 5 years after
files information, item listings, program | activities completion of supply
directive, supplemental directives, action. AUTH: N1-
program status, and related AFU-90-3
correspondence
23 copies of listings, suspense data, | at coordinating, | destroy when no longer
transcript sheets, and similar-type data | operational, and | needed. AUTH: NI1-

supporting activities

AFU-90-3
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TABLE 16-2 |
FOREIGN DISCLOSURE |
A B C D

R

U

L If the records are

E or pertain to consisting of which are then

1 foreign  disclosure | all records pertaining to release of | at all levels of USAF destroy when no longer

records classified military information or needed. AUTH: N1-

classified export controlled technical AFU-90-3
information to foreign governments
and international organizations

2 munitions  control | completed control case files pertaining | at SAF destroy after 10 years.

casefiles to the issuing of munitions export AUTH: N1-AFU-90-3

licenses for the sale of items on the US
Munitions List to foreign free world
and other than free world
governments, containing requests for
sales, munitions export licenses,
concurrence  Or  nonconcurrence,
justification for actions, and related
papers

3 strategic trade | completed control case files pertaining

control casefiles

to the exportation of materials and
equipment to free world and other

than free world governments,
containing requests for
control/decontrol,  concurrence  or
nonconcurrence,  judtification  for

actions, and related papers

20. Logistics. These tables cover

records relating to policies and procedures on supply, transportation, maintenance, and

logitics plans.
TABLE 20-1 |
OPERATIONAL REQUIREMENTS |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
1 programming USAF programming documents, | at programming | destroy 3 years after
revision, deletion notices offices in support of | close of the FY covered
budget (operating) | by the buying program.

program

AUTH: N1-AFU-90-3
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TABLE 20-1 |

Continued.

73

If the records are
or pertain to

consisting of

which are

then

Njmre C O

10

11

reguirements
computation

ADP system reguirements
computation printout, factor printout,
consolidated assets and requirements
application number past program, item
past program, application number
future program, item future program,
Central Secondary Item Stratification
(CSIS) detail, Central Secondary Item
Stratification summaries

destroy after 2 years (8
quarterly cycles).
AUTH: N1-AFU-90-3

worksheets, buy notice, buy/budget
projection, transfer of prime, excess
notice, management summaries, zero
demand listing, item code change
notice

format 50, item management data file,
format 400 series Requirements
Inventory Analysis Report printouts
(assets/usage data), index of actions,
format 300 series

destroy 2 vyears after
close of the FY covered
by the buying program.
AUTH: N1-AFU-90-3

executive  management
reports

summary

destroy after 2 years.
AUTH: N1-AFU-90-3

reclamation items list, index of
actions, and contingency retention
item listings

reject error lists (format 50/format 100
changes), additive requirements reject
list

special coded items, management
control notice, data level notice, long
supply offered to | SSP

destroy after 6 months.
AUTH: N1-AFU-90-3

quality control worksheets, application
of assets to wartime requirements, and
impacting requirements/usage/on
orders

maintained
requirement
computation monitors

by all

destroy after 1 year.
AUTH: N1-AFU-90-3

identity cross reference, part number
cross reference, application number
past actual program data for review,
application number future program
data for review, file maintenance
worksheet, system item data for
review, system application data, zero
repairable generation reports and
wartime management data

file maintenance and exception
listings, interrogation reply,
interrogation by application

destroy on receipt of
new products. AUTH:
N1-AFU-90-3
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TABLE 20-1 |
Continued.
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
12 item history file recoverable type items (expendable destroy 2 vyears after
repairable and expendable items item is phased out of
valued at $100 or more repairable at Military Assistance
organizational and  intermediate Program and AF
levels) inventory (send item
folder to appropriate
item manager when
item is moved to a
higher or lower
category, or a new item
manager (See Note).
AUTH: N1-AFU-90-3
13 nonrecoverable type items (economic
order quantity (EOQ) expendable
nonrepairable and expendable valued
a less than $100 repairable at
organizational and intermediate level)
13.01 equipment type items (nonexpendable
items valued at $10 or more repairable
at depot or comparable level and
nonexpendable items valued at $10 or
more repairable at organizational and
intermediate levels)
14 worksheets suspense and control | at coordinating, | destroy when no longer
records and reports operational, and | needed. AUTH: NI1-
supporting activities AFU-90-3

NOTE: Destroy other record series relating to the item history file according to other appropriate tables and rules in this

regulation. EXAMPLES: Duein requirement report (table 23-2) and transaction register (table 23-9).

TABLE 20-2 |
SYSTEMSAND EQUIPMENT MODIFICATION PROPOSAL RECORDS |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
1 class I, I, and 1V | modification proposals and contractors file as background
modifications engineering change proposals material to the

concerning procedures to repair,
maintain, or modernize AF items of
equipment adopted for AF/MAP use

directive if it resultsin
revised directive,
dispose of per table 37-
7. AUTH: N1-AFU-
90-3
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TABLE 20-2 |

SYSTEMSAND EQUIPMENT MODIFICATION PROPOSAL RECORDS I

75

A

B

C

If the records are
or pertain to

consisting of

which are

then

Njmre C O

at MAJCOMs

destroy 6 months after
issuance of the
implementing Time
Compliance Technical
Order (TCTO).
AUTH: N1-AFU-90-3

recommended for AF
adoption, but not
adopted

destroy after 2 years.
AUTH: N1-AFU-90-3

rejected by the AF

destroy after 6 months.
AUTH: N1-AFU-90-3

information or
reference copies

destroy when no longer
needed. AUTH: N1-
AFU-90-3

suspense copies

destroy under rules 1,
2,3, 0r 4, asapplicable,
after final decision has
been made. AUTH:
N1-AFU-90-3

class 1
modifications

justification and descriptions,
drawings, sketches, blueprints, stress
analysis, list of materials, parts and
components, defined power
requirements, such as pneudraulics,
electrical, subsystem compatibility,
power load analysis, etc., instructions
pertaining to operation, inspection,
maintenance, and servicing

when the modification
is removed from the
aerospace vehicle or
equipment, remove the
modification record file
from the jacket file and
destroy after 2 years;
destroy other copies on
completion of project.
AUTH: N1-AFU-90-3

class \Y/
modifications

contractor proposals

approved modification requirement
records, amendments and revisions
thereto, cost and feasibility data, and
related correspondence

when modification is
complete, hold for 1
year; destroy after 3
additional years.
AUTH: N1-AFU-90-3

withdrawn by the

contractor

destroy after 2 years.
AUTH: N1-AFU-90-3
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TABLE 20-3 |
INDIVIDUAL MODIFICATION RECORDS |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
1 class V modification | master  copy of  modification | at HQ USAF OPR hold in active file for 1
authorization files requirements, amendments, revisions, year after completion of
and/or cancellation notices the last unit of the
program; retire as
permanent. AUTH:
N1-AFU-90-3
2 modification  case | historical background data, cost and | at the maodification | disposition  pending.
files schedules studies, management plans, | project office during | AUTH: Unscheduled
modification evaluation documents, | the life of the
message and correspondence, ROCs, | modification (from
SEAORs, RADs, relating to the | original proposal until
modification the last unit is
compl eted)
201 reference copies of Rule 1 at intermediate | destroy when
monitoring offices modification is
converted into a
technical order, or
when no longer needed,
whichever is sooner.
AUTH: N1-AFU-90-3
3 list of modifications | master copies prepared for publication hold in active files for 2
by HQ USAF years, retire as
permanent. AUTH:
N1-AFU-90-3
4 other copies held by recipients destroy when
superseded by later
issue. AUTH: N1-
AFU-90-3
5 modification studies | master copies, with changes or hold for 3 years after
for cost, schedules, | amendments completion of the last
feasihility, unit; retire as
management, permanent. AUTH:
integration, testing N1-AFU-90-3
or implementation of
amodification
6 other copies held by recipients hold and/or destroy as
dictated by the file of
which they are a part.
AUTH: N1-AFU-90-3
7 class 1B | requests for retention of | aa HQ USAF proect | disposition  pending.
modification recommendations and  approval | office or intermediate | AUTH: Unscheduled

distribution authority

authorization

offices
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TABLE 20-4 |
LOGISTICS PERFORMANCE MEASUREMENT AND EVALUATION SYSTEM (LPMES) |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
1 Logistics LPMES, related correspondence, destroy 2 years after the
Performance and | consolidated reports, and DoD applicable fiscal year.
Evaluation System | summaries AUTH: N1-AFU-90-3
(LPMES)

21. Maintenance. These tables cover records on aerospace vehicle and equipment inventory, status, and utilization
reporting; excess aircraft disposal under the Air Force Special Defense Property Disposal Account; and the assignment and
use of standard reporting designators (SRDs) (code elements) for use in various automated management information
systems to identify items of equipment in acquisition, maintenance and supply activities (except medical and Air Force
Technical Applications Center managed equi pment).

TABLE 21-1 |
AEROSPACE VEHICLE AND EQUIPMENT INVENTORY, STATUS, AND UTILIZATION REPORTING |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
1 assignment records records related to the assignment of | at AF  Aerospace | destroy 10 years after
aerospace Vvehicles, trainers, and | Vehicle Didtribution | the item is removed
communications-el ectronics- Office (AVDO), HQ | from inventory.
meteorological (CEM) equipment AFMC AUTH: N1-AFU-90-3
2 at HQ USAF destroy when no longer
needed. AUTH: N1-
AFU-90-3
3 a MAJICOMs and | destroy 3 years after
reporting units termination of
accountability. AUTH:
N1-AFU-90-3
4 aerospace  vehicle | computer printouts and missile status destroy after 3 months.
inventory, status, | worksheets used in the generation or AUTH: N1-AFU-90-3
and utilization | transmission of reports
reporting
5 aerospace  vehicle | master AF inventory at HQ AFMC destroy after 5 years.
inventory records AUTH: N1-AFU-90-3
6 command and base inventories destroy after 1 year or
when no longer needed,
whichever is later.
AUTH: N1-AFU-90-3
7 delivery receipts and shipping destroy when  the
documents change is shown in the
inventory. AUTH:
N1-AFU-90-3
8 accountability termination records at reporting units
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TABLE 21-1 |
Continued. |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
9 at MAJCOMs destroy when no longer
needed. AUTH: N1-
AFU-90-3
10 at HQ AFMC/AVDO | retire as permanent
(See Note). AUTH:
NC1-AFU-79-7
11 reconciliation reports used to identify destroy after 6 months.
reporting discrepancies AUTH: N1-AFU-90-3
12 aerospace  vehicle | master status file (computer output) destroy after 2 years or
status when no longer needed,
whichever is sooner.
AUTH: N1-AFU-90-3
13 aerospace  vehicle | history utilization file (computer | at MAJCOMSs destroy after 10 years.
utilization output) However, records more
than 5 years old may be
destroyed sooner if no
longer needed for
research or reference
AUTH: N1-AFU-92-31
14 at reporting units destroy after 2 years.
AUTH: N1-AFU-90-3
15 CEM status and | CEM equipment status reports destroy after 1 year.
inventory reporting AUTH: N1-AFU-90-3
16 CEM equipment summary reports at MAJCOMs destroy after 3 years.
AUTH: N1-AFU-90-3
17 aerospace  vehicle | movement reports, PDM reports and
movement reports forecasts
18 trainer inventory, | reports and messages at HQ AFMC
status, and
utilization reporting
19 at HQ USAF destroy when no longer
needed. AUTH: N1-
AFU-90-3
20 at all other locations destroy after 1 year.
AUTH: N1-AFU-90-3

NOTE: Transfer to the National Archivesin 10-year blocks when latest record is 20 years old.
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TABLE 21-2 |
EXCESS AIRCRAFT DISPOSAL UNDER AF SPECIAL DEFENSE PROPERTY DISPOSAL ACCOUNT |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
1 excess/surplus receipt and final disposal records, | at Military Aircraft | 6 years after aircraft
complete aircraft identified to aircraft mission, design, | Storage and | disposal, when on Air
and series (MDS), and serial number, | Disposition Center Force-generated
pertaining to the turn-in, monetary aircraft, send to HQ Air
value, utilization, transfer, donation or Force Historical
release of aircraft for sales action with Research  Agency/ISR
demilitarization status (HQ AFHRA/ISR),
Maxwell AFB AL
36112, where they will
be destroyed when no
longer needed. AUTH:
N1-AFU-90-3
2 6 years after aircraft
disposal  when on
Army-Navy-Coast
Guard-generated
aircraft, refer to
respective agency for
disposition. AUTH:
N1-AFU-90-3
3 supporting documents including GSA destroy 6 years after
alocation directives and related aircraft disposal.
correspondence, stock record cards, AUTH: N1-AFU-90-3
inventory adjustment vouchers, and
control registers
4 management records including reports destroy after 1 year.
to GSA, transfer/work and hold AUTH: N1-AFU-90-3
harmless agreements
5 excess/surplus parts removal control and disposal destroy 2 vyears after
aircraft parts | records including reclamation listings aircraft disposal.
removed for | of parts removed for utilization, AUTH: N1-AFU-90-3
continued use monetary value, GSA allocation for
transfer or donation, shipping/release
documents, and all related
correspondence
6 reports for inclusion | DD Forms 1143, Reports of Excess destroy 3 vyears after

in DOD disposal
transactions

and Surplus Material at Disposa
Activities, providing Statistical
summation of disposal transactions
including receipt, utilization, transfer,
donation and release for sale.

preparation.  AUTH:

N1-AFU-90-3




80

AFMAN 37-139 1 March 1996

TABLE 21-2 |
Continued. |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
7 AF aircraft | final disposal records, identified to send 1 vyear after
conditional donation | aircraft MDS and serial number, that aircraft disposal to HQ
for display include shipping, releasing for sale or AFHRA/ISR, where
abandonment action they will be destroyed 6
years after disposal or
when no longer needed,
whichever is later.
AUTH: N1-AFU-90-3
8 donation agreements, signed receipts, destroy 1 year after
review records, photos, and related termination of the
correspondence, for identification and conditional  donation.
control of aircraft while in possession AUTH: N1-AFU-90-3
of authorized recipients
TABLE 21-3 |
STANDARD REPORTING DESIGNATORS (SRDs) |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
1 SRDs (code | magnetic tapes used in management of | at HQ AFMC erase after 30 days.
elements) the SRD program that assigns 3- AUTH: N1-AFU-86-3
character SRDs to sdlected items of
equipment in the active AF inventory
and to new equipment undergoing
acquisition
2 punched cards destroy after data is put
on magnetic tapes.
AUTH: N1-AFU-86-3
3 AF Form 1230, Standard Reporting | a8 HQ AFMC and Air | destroy 1 vyear after
Designator (SRD) Candidate | Logistics Centers | action is recorded in
Information, used to request SRD | (ALCs) report.  AUTH: N1-
assignments, changes, ddetions, AFU-86-3
reconciliations
4 at Air Force
Intelligence Command
(AFIC) on SRDs for
cryptologic (Q& V)
equi pment
5 at HQ | destroy 6 months after
MAJCOMS/FOAS action is recorded, or
when no longer needed,
whichever is sooner.
AUTH: N1-AFU-86-3
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TABLE 21-3 |
Continued. |
A B C D

R

U

L If the records are or

E pertain to consisting of which are then

6 at field unit SRD focal | destroy  after  action

points requested is recorded.
AUTH: N1-AFU-86-3

7 master D165 MICAP Conversion | at HQ AFMC destroy after 1 vyear.
Table that maintains the date of AUTH: N1-AFU-86-3
last transaction on all SRDs

8 D165A, Master Media Conversion
Table, of MICAP reportable SRDs,

a computer product updated weekly

9 D165B, Master Media Conversion | at ALCs
Table, of MICAP reportable SRDs,

a computer product updated weekly

10 AFMC Form 416, MICAP/MDC | a HQ AFMC, ALCs
Media Conversion Table Update; | and AFIC
prepared from data on AF Form
1230; used to update D165A,

D165B (See Note)

11 file of deleted SRDs consisting of | at ALCs destroy 3 years after
AFMC Forms 416 and related SRD deleted. AUTH:
documents N1-AFU-86-3

12 report of valid SRDs, MICAP-|a HQ AFMC and | destroy after 1 year.
MDC Media Conversion Table | ALCs AUTH: N1-AFU-86-3
(microfiche)  produced/distributed
quarterly to users

13 at HQ USAF destroy upon receipt of

new report. AUTH:
N1-AFU-86-3
14 at HQ | destroy after 6 months.
MAJCOMS/FOAS, AUTH: N1-AFU-86-3
including AFIC and
AF Data Systems
Design Office
15 at base level destroy after 3 months.
AUTH: N1-AFU-86-3
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TABLE 21-4 |
MAINTENANCE MANAGEMENT, DEFICIENCY RECORDS AND REPORTING |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
1 materiel and | action agency copies of notices of destroy after 1 vyear
maintenance unsatisfactory conditions experienced, (EXCEPTION:  when
deficiency  project | including those instances in which the corrective action results
records equipment or materiel does not fully or in the issuance or
effectively serve the purpose intended; revison of a directive,
in instances where a part, accessory or see tables 37-7 or 37-
equipment cannot be  properly 9). AUTH: N1-AFU-
maintained or operated; and where 90-3
inaccuracies may appear in the
supporting and related technical and
engineering data; also includes records
of action to remedy the deficiency, and
replies to reporting activities
2 technical order | unsatisfactory condition notices such | approved or approval | destroy when no longer
improvement as technical order improvement | pending needed. AUTH: N1-
reports, and comparable records AFU-90-3
3 disapproved or no | destroy after 1 year or
action on inactivation of unit,
whichever is sooner.
AUTH: N1-AFU-90-3
4 copies relating to a| maintain with related
suggestion suggestion (see table
36-34). AUTH: N1-
AFU-90-3
4.01 | technical order completed with all | destroy after 1 year or
improvement  and entries on inactivation of unit,
deficiency reporting whichever is sooner.
logs AUTH: N1-AFU-90-3
4.02 | materiel deficiency | unsatisfactory ~ condition  reports, destroy 1 year after
reporting and | teardown deficiency reports, CAT |, corrective action
investigating CAT 1l and command deficiency compl eted. AUTH:
reports (CDR) (CAT IlI) and N1-AFU-90-3
comparable data
4.03 copies of records in rules 1 through destroy when no longer
4.2 needed. AUTH: N1-
AFU-90-3
4.04 | materiel copies of records in rules 1 to 4.3 and | completed with  all
improvement project | evaluation data reguired actions
(MIP) files
4,05 | semiannual closed | microfiche of materiel improvement destroy after 5 years or
materiel project actions when no longer needed,
improvement project whichever is later.

summary listing

AUTH: N1-AFU-90-3




AFMAN 37-139 1 March 1996

83

TABLE 21-4 |
Continued. |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
5 deficiency reporting | detail cards, brown line listings, and [ a8 HQ AFMC and/or | destroy after 3 months.
ADP records in | similar reporting records submitted by | subordinate commands | AUTH: N1-AFU-90-3
support  of  the | reporting activity for consolidation
Products
Improvement
Program
6 consolidated reports and summaries destroy after 1 year or
on completion  of
product improvement
action, whichever is
sooner.  AUTH: NI1-
AFU-90-3
7 master tapes update as changes
occur.  AUTH: N1-
AFU-90-3
8 add/del ete change cards used to update destroy after
master tapes verification of
computer  processing.
AUTH: N1-AFU-90-3
9 maintenance case files reflecting operations and destroy after
management systems | maintenance of weapons systems, termination or
programs/projects subsystems, flight simulators, completion of system,
aerospace ground equipment, and subsystem or project.
associated equipment and facilities AUTH: N1-AFU-90-3
10 maintenance checklists, individual destroy when
methods of approach or similar superseded, obsolete or
records related thereto no longer needed.
AUTH: N1-AFU-90-3
11 maintenance maintenance management letters and | developed at | destroy 2 years after
procedures messages  prescribing  procedures, | MAJCOMs and major | superseded, obsolete or
policies, methods and responsibilities | subordinate commands | rescinded. (When
action results  in
issuance or revision of
a directive, see tables
37-7 and 37-9))
AUTH: N1-AFU-90-3
12 copies other than | destroy when
above superseded, obsolete or
no longer needed.
AUTH: N1-AFU-90-3
13 maintenance maintenance actions not covered
management reports | elsewhere
14 Radiac  Equipment | pertinent inspection data maintained with | destroy 2 years after
Maintenance equi pment date of last entry
Records provided all inspection
data has been cleared.
AUTH: N1-AFU-90-3
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TABLE 21-4 |
Continued. |
A B C D
15 information-systems | record set of each publication, which destroy not later than 2
maintenance includes a printed copy of each edited years after superseded,
instructions (I1SMI) manuscript, printed copy of each form obsolete or rescinded.
prescribed, record showing signature AUTH: N1-AFU-90-3
of approving authority, record showing
latest annual review by approving
authority, and related background
material such as records relating to
developing, coordinating and issuing
each publication
TABLE 21-5 |
DEPOT MAINTENANCE RECORDS |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
1 depot maintenance | programmed and nonprogrammed | at AF depots destroy 6 months after
projects project directives and correspondence project compl eted.
filed therewith, labor and materia AUTH: N1-AFU-90-3
standards, material availability
records, and related records, used to
establish maintenance projects; to plan
and schedule workloads for forecasting
productions to be accomplished during
established period; to determine that
adequate shop facilities, manpower,
test equipment, technical data, and
tools are available to accomplish
workload; to synchronize movement of
materials and repairable assets with
production capacity
1.01 a MAJICOMs and | destroy 2 years after
bel ow project completed (See
Note 1). AUTH: N1-
AFU-90-3
2 depot maintenance | records pertaining to the major | at air logistics centers | destroy 6 months after
and inspection | overhaul ~ of  aircraft, missiles, | (ALCs) receipt of notification
records propulsion, guidance, or other end of acceptance or 6

item system equipment

months after turn in of
equipment to supply
(See Note 2). AUTH:
N1-AFU-88-54
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TABLE 21-5 |
Continued. |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
3 armament, letters, messages, one-time surveys | not at Quality Control | destroy after 2 years.
photographic, and | and reports and related records | Branch, AF | AUTH: N1-AFU-90-3
special weapon | pertaining to the servicing, inspection, | Cryptologic ~ Support
systems and | calibration, repair, modification, and | Center, Air Force
equi pment utilization of such equipment Intelligence Command
maintenance and
communications-
electronics
equi pment
maintenance
3.01 a  Quality Control | destroy on withdrawal
Branch, AF | of equipment from Air
Cryptologic  Support | Force Intelligence
Center Command inventories.
AUTH: N1-AFU-90-3
4 training devices reports pertaining to maintenance of | & MAJCOMs and | destroy after evaluation
training devices, including flight and | major subordinate | completed. AUTH:
usage reports, inspection records, etc. | commands N1-AFU-90-3
5 property accounting | records relating to repair shop supply, destroy after 2 years
including stock record cards, property (EXCEPTION: for
turn-in dips, issue dlips, or equivaent records subject to audit,
forms which are ether part of seetable 65-3). AUTH:
accountable officer's stock record N1-AFU-90-3
account or subsidiary thereto
6 precision mechanized card system records, and destroy 3 months after
measurement other related or comparable forms used entry. AUTH: N1-
equi pment for recording results of precision AFU-90-3
measuring equipment inspections and
calibration  operations, and for
establishing reinspection and
recalibration schedules
7 production and | permanent and temporary control- destroy when
control number cards | number cards, crossreference cards, superseded or obsolete.
and similar records used to provide a AUTH: N1-AFU-90-3
method of continuity, and to assure
that specific commodities can be
identified to the programmed and
nonprogrammed category
8 engineering see table 23-15.
drawings and related AUTH: N1-AFU-90-3
records
9 base-level purchase requests, work specifications, | at contract | destroy 1 vyear after
contracted- contracts, control registers, ledgers, | maintenance offices close of FY in which
maintenance inspection reports, orders for supplies designated
or services, and related or comparable maintenance is
records maintained in the performance completed or accepted.
of  modification, modernization, AUTH: N1-AFU-90-3
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TABLE 21-5 |
Continued. |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
rebuilding, overhaul, repair, or
servicing of material and/or equipment
by commercia organizations under
contract to the AF
10 at base procurement | seetable 64-1. AUTH:
offices N1-AFU-90-3
11 clean room | environmental comparison data and destroy after 2 years.
environment environmental tally used for historical AUTH: N1-AFU-90-3
purposes
12 management of | worksheets, summaries, status reports, | at ALCs destroy when no longer
items subject to | evaluations, forecast data, shortage needed or 1 year after
repair (MISTR) lists, and related listings to control and last entry, whichever is
report items subject to repair sooner.  AUTH: NI1-
AFU-90-3
13 AF Material | reports or other records relating to | on toolsequipment not | destroy 2 years after
Command (AFMC) | investigation of loss/recovery of tools | found in foreign object | annual cutoff or when
tool/equi pment covered under prescribing directives damage (FOD) critical | no  longer  needed
control and areas whichever is later, but
accountability not to exceed 6 years.
program AUTH: N1-AFU-90-3
13.01 on tools/equipment not | destroy 1 year after
found in low/non FOD | annual cutoff or when
critical areas no longer needed,
whichever is later, but
not to exceed 6 years.
AUTH: N1-AFU-90-3
14 on tools/equipment | destroy when no longer
recovered needed. AUTH: N1-
AFU-90-3
15 AFMC Depot | copies of Business Council, Business destroy when obsolete,
Maintenance Board, and Business Development superseded, or no
Business Committee meeting minutes and longer needed. AUTH:
Management action items (previousy generated NI-AFU-93-5
Administration through the AFLC Posture Planning
Program). Supporting briefings
16 AFMC Depot | copy of policy, business plan workload destroy 2 vyears after
Maintenance strategies, special studies, obsolete, or after study
Workload Maintenance Requirements Review or program is finalized.
Management Board (MRRB), copies of (Destroy Congressional
Congressional/ OSD/SAFUSAF Inquiries AW T90-4,
inquiries, supporting briefings, War R2). AUTH: NI-AFU-
Requirements Computations 93-5
(WARCOMP), Fied Team
management, copies of Foreign
Military Sales (FMS), workload
reconciliations
17 Acquisition Program | copies of Source of Repair Decision destroy when
Records Criteria (SORDC), Decison Tree superseded, obsolete or
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TABLE 21-5 |
Continued. |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
Analysis (DTA), Depot Maintenance no longer needed.
Interservicing (program) Reviews AUTH: NI-AFU-93-5
(DMI), Interservice Support

Agreement (ISA) (nondepot
maintenance), Depot Maintenance
Interservice Agreement
(DMISA)(depot workload), Statement
of Need (SON)(drives  depot
activation), Operational Requirements
Document (ORD), Depot Maintenance
Activation Working Group
(DMAWG), Depot Maintenance
Activation Planning Team (DMAPT),
Depot Maintenance Activation Plan
(DMAP), Program  Management
Directive  (PMD), Maintenance
Concepts, Cost Studies

18 AFMC Depot | policy, studies, reports, supporting | at HQ AFMC/LG destroy 2 vyears after
Capacity briefings, seminars, and workshops, obsolete, or after study
Measurement  and | tutorials or program is finalized.
Depot Sizing AUTH: NI-AFU-93-5

19 a  Air Logistics | destroy when

Centers (ALC) superseded, obsolete or

no longer needed.
AUTH: NI-AFU-93-5

20 AFMC Depot | copies of DMIF Manning Palicy, destroy when
Maintenance budget issues, manpower allocation, superseded, obsolete, or
Manpower overtime management, hiring no longer needed.
Management programs, reports, supporting (Destroy Congressional

briefings, studies, copies  of Inquiries AW T90-4,
Congressional/OSD/SAFUSAF R2). AUTH: NI-AFU-
Inquiries 93-5

21 AFMC Depot | copies of Joint Service meeting, depot | at AFMC destroy 2 vyears after
Maintenance profiles, Depot Maintenance obsolete. AUTH: NI-
Interservicing Interservicing (DMI)(program) Public AFU-93-5
Management Relations, Depot Maintenance

Interservicing Agreement (DMISA)
Training, Joint Depot Maintenance
Analysis Group (JDMAG) Manning,
JDMAG  Budgeting, Interservice
Material Accounting and Control

System
22 at ALCs destroy when
superseded, obsolete or
no longer needed.
AUTH: NI-AFU-93-5
23 AFMC Depot | copies of palicy, plans, reports, Public

Maintenance Affairs activities, legidative actions,
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TABLE 21-5 |
Continued. |

A B C D

R

U

L If the records are

E or pertain to consisting of which are then

Competition candidate savings, training
Program

24 AFMC Depot | GO72E - Depot Level Maintenance
Maintenance Data | Requirements and Program
System Tracking Management System, G004C -

Workload and Program Control
System, GO04K - Maintenance Facility
Master System, PDS-300 - Personne
Data System, G-029 - Depot Sizing
Model, Source of Repair Management
Information  System  (SORMIS),
Maintenance Data Base (MDB)

25 AFMC Depot | copies of policy, reports, MOUs, | at HQ AFMC/LG destroy 2 vyears after
Maintenance Automated Repair Source Analysis obsolete. AUTH: NI-
Overseas Workload | System (ARSAS), Foreign Visits AFU-93-5
Program (OWLP)

26 at ALCs destroy when
superseded, obsolete, or
no longer needed.
AUTH: NI-AFU-93-5

NOTE(S):

1. Repair requirements reports in rule 1.1 retained by reporting activities which are not needed to support maintenance
projects may be destroyed after

1 year.

2. Destroy each engine/module or major subassembly, as determined by the engine manager, overhaul records upon

completion of the next overhaul.

TABLE 21-6 |
EQUIPMENT MAINTENANCE HISTORICAL RECORDS (Seenote2) |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
1 materiel/equipment historical records for aircraft, air | for items transferred, | send with related items;
individual historical | launched/ground launched missiles, | donated, or sold destroy retained copies
files engines, propellers,  bombsights, after 3 months. AUTH:
parachutes, aerospace ground N1-AFU-90-3
equipment, training equipment, CEM
equipment, precison measurement
equipment, real property installed
equipment, and dSmilar items

maintained per TO 00-20-1
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TABLE 21-6 |

Continued. |

89

A

If the records are
or pertain to

consisting of

which are

then

Njmre C O

10

made part of surplus
property account

send with related item
to appropriate Defense
Property Disposal
Office for disposition.
AUTH: N1-AFU-90-3

for equi pment
destroyed, abandoned,
reclaimed, salvaged,
lost or missing

for expended air
launched missiles

destroy 3 months after
abandonment of search
or physical disposition.
AUTH: N1-AFU-90-3

for ground launched
missiles expended or
destroyed (not related
to AFl 51-503), and
reentry vehicle

send and dispose of the
same as table 21-11,
rule 33. AUTH: N1-
AFU-90-3

used to
significant  historical
data  for special
applications as
prescribed in AFl 21-
101, MAJCOM or
chief of maintenance

record

destroy when no longer
needed or as directed
by MAJCOM or the
chief of maintenance;
or when the equipment
is transferred, apply
rule 1.  AUTH: N1-
AFU-90-3

used to record time
compliance technical
orders, and all entries
have been transferred
to mechanized reports

destroy after
verification of  all
entries on the
mechanized  reports.
AUTH: N1-AFU-90-3

used to record
installation time used,
condition, removal
and return for
rehabilitation of video
head

destroy 6 months after
video head is returned
for rehabilitation.
AUTH: N1-AFU-90-3

used to record
installation time used,
condition, removal
and storage of image
tubes

destroy 1 year after
image tubes are retired.
AUTH: N1-AFU-90-3

historical records for specific inertia
navigation units maintained per TO
00-20-10-10

used to
significant
data
organizational,
intermediate,
depot

mai ntenance

record
historical
during

and
level

send to Technology
Repair Center (TRC)
with the related
hardware per TO 00-
20-10-10. AUTH: N1-

AFU-90-3
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TABLE 21-6 |
Continued. |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
11 records at TRC | destroy after processing
containing al pertinent
information on | information into data
maintenance actions | base or when related
which occurred prior | equipment is
to and including the | permanently removed
previous cycle to the | from inventory.
TRC AUTH: N1-AFU-90-3
12 records  at TRC | send with related
containing field and/or | hardware, as part of
TRC data of the] historical record, after
current cycle entry into data base.
AUTH: N1-AFU-90-3
13 repair analysis report at originating TRC destroy after data is
entered in data base or
when no longer needed,
whichever is sooner.
AUTH: N1-AFU-90-3
14 at other activities destroy when no longer
needed. AUTH: N1-
AFU-90-3
15 manual data forms maintained with hod as pat of
equipment in current use, filled-in and equipment  historical
last entries have been carried forward file, or destroy after 3
to new forms months if they do not
contain history
information.  AUTH:
N1-AFU-90-3
16 automated data forms maintained with | prepared by bases | hold the last 7 reports;
equipment in current use operating an | when 8th report is
automated received, destroy
maintenance earliest one. AUTH:
management  system, | N1-AFU-90-3
for which data is
stored in  computer
memory
17 those sets of forms
containing only
maintenance  actions
or information where
sufficient  data is
stored in the computer
18 those sets of forms| hold last 5 reports,
containing only | when 6th report is
airframe  utilization | received, destroy
information where | earliest one.  AUTH:
sufficient  data is | N1-AFU-90-3

stored in the computer
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TABLE 21-6 |
Continued. |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
19 aircraft/missile condition report initiated when | destroy after  return
equi pment is | from PDM and
forwarded to depot for | information is
programmed depot | transcribed to
maintenance (PDM) appropriate  records.
AUTH: N1-AFU-90-3
20 radiographs, photographs, and other | considered significant, | send with equipment
recordings methods with reports of | i.e, survellance of | when transferred, or
findings airframe structural | destroy when
components for fatigue | equipment is dropped
in stress after repairs, | from AF inventory (See
and maintained by | Note 1). AUTH: N1-
equi pment serial | AFU-90-3
number in the
individual  historical
file
21 considered routine destroy after 6 months
(See Note 1). AUTH:
N1-AFU-90-3
22 worksheets used in compliance with | maintained as | destroy after 3 months
functional check flight (FCF) as| completed FCF | or when replaced by
required in 00-20 series TOs. TO 1-1- | worksheets for the last | next FCF worksheet,
300, and applicable weapon system | phase/periodic whichever is later.
inspection handbooks inspection AUTH: N1-AFU-90-3
23 high power electron tube records, i.e., | for installed eectron | send copies in
electron tube field life record and | tubes, which have | accordance with TO
electron tube performance and status | failed and have been | 00-20-8; destroy held
report declared unserviceable | copies after 3 months.
AUTH: N1-AFU-90-3
24 used to provide current | destroy when replaced
status of tubes each | by next quarterly report
quarter or  machine listing.
AUTH: N1-AFU-90-3
25 deferred discrepancy records for | for assigned launch | destroy when deferred
Intercontinental  Ballistic Missiles, | facilities, complexesor | discrepancy is corrected
maintained in TO 00-20-6 launch control | or Site deactivated,
facilities whichever is sooner.
AUTH: N1-AFU-90-3
26 materiel/equipment | ATCALS equipment status file | at thefacility/site destroy after 1 year or

individual historical
files

comprised of data forms which portray
daily history of the facility/site,
including ground check certifications,

flight inspection reports, graphs,
NAVAIDS ground recordings and
certification forms, system

performance ratings, and any other
significant data pertinent to ATCALS
equipment and not included in rules 1

when no longer needed,
whichever is sooner.
AUTH: N1-AFU-90-3
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TABLE 21-6 |
Continued. |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
through 5
27 flight inspection reports for ATCALS hod as pat of
equipment maintained for the last equipment  historical
special/periodic inspection file;, destroy when
replaced by  next
special/periodic
inspection report.
AUTH: N1-AFU-90-3
28 office appliance | historical maintenance record for each destroy when
maintenance individual office equipment equipment is dropped
from AF inventory.
AUTH: N1-AFU-90-3
29 medical  equipment see table 41-4, rules 34
maintenance through 39. AUTH:
N1-AFU-90-3
30 ground weapons | AFTO  Form 105, Inspection | maintained (all forms, | destroy forms upon
historical data Maintenance Firing Data For Ground | both completed and in | destruction of weapon.
Weapons use) with the weapon. | AUTH: N1-AFU-89-16
Forms will accompany
weapon during
transfer and/or turn in
for repair
31 made part of surplus | forward with related
property account item to Defense
Property Disposal
Office for disposition.
AUTH: N1-AFU-90-3
32 for weapons otherwise | destroy 3 months after
dropped from property | abandonment of search
account, i.e, | or physical disposition.
destroyed, abandoned, | AUTH: N1-AFU-90-3
reclaimed, salvaged,
lost or missing
33 recurring inspection reports for hold last two inspection
weapons stored or used by an reports, when third one
organization is received, destroy
earliest one. AUTH:
N1-AFU-89-14
34 launch site historical | records reflecting variances and destroy on deactivation
data adjustments to be considered when of launch site facility or
aligning the weapons system in silo to when replaced by a new
assure combat readiness configuration series missile. AUTH:
N1-AFU-90-3
NOTE(S):

1. Turn in film eigible for disposal to the Defense Property Disposal Office on a quarterly basis for recovery of silver

content.

2. Rules were renumbered due to Records Information Management System computer program reguirements.
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TABLE 21-7 |
ANALY SISAND EVALUATION RECORDS |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
1 actuarial analysis correspondence,  teletypes, general destroy when engine is
purpose data sheets, aerospace engine dropped from
life data, engine failure rate graphs inventory. AUTH: N1-
and computations, official engine AFU-90-3
failure rate table, and similar records
2 oil analysisprogram | used oil analysis request for ground destroy 3 months after
equipment and aircraft transcribing and
dtatistical  processing.
AUTH: N1-AFU-90-3
3 oil analysis record for use in visible see table 21-6, rules 1
file through 3. AUTH: N1-
AFU-90-3
4 spectrographic analysi s worksheets destroy when no longer
needed. AUTH: N1-
AFU-90-3
5 maintenance and | summary reports of evaluation results, | copies at project office | destroy 10 years after
corrosion evaluation | such as project directive change acceptance and/or
program projects notices by the monitoring agency, regection of project.
acknowledgment  records, interim, AUTH: N1-AFU-90-3
special, and final reports (including
backup data) by evaluating offices, and
project notifications by the monitoring
agency
6 copies at other than | destroy when no longer
project offices needed. AUTH: N1-
AFU-90-3
7 production count cards that accumulate production destroy when
credit and standard cost data to superseded or obsolete.
provide information for maintenance AUTH: N1-AFU-90-3
engineering cost accounting system
8 source material destroy 3 months after
preparation of detail
cards.  AUTH: N1-
AFU-90-3
9 maintenance summary reports formulated from | daily reports destroy on receipt of
production and | production count cards, used to monthly summary.
utilization reports evaluate, analyze, and provide AUTH: N1-AFU-90-3
maintenance information
10 reports other than rule | destroy 1 year after as
9 above of date. AUTH: N1-
AFU-90-3
11 maintenance summary reports from maintenance | daily reports destroy after 90 days or
analysis data systems used to evaluate, analyze, on receipt of monthly

and provide maintenance information

summary. AUTH: N1-
AFU-90-3
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TABLE 21-7 |
Continued. |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
12 reports other than rule | destroy when no longer
11 above needed, or after 2 years,
whichever is sooner.
AUTH: N1-AFU-90-3
13 briefings and studies
14 charts and graphs portraying
maintenance trends
15 maintenance analysisreferrals destroy after
completion of next
activity inspection or 1
year after corrective
action compl eted.
AUTH: N1-AFU-90-3
16 laboratory chart recordings of laboratory destroy when no longer
environment temperature and humidity; used for needed. AUTH: N1-
historical purposes and Precision AFU-90-3
Measurement Equipment Laboratory
(PMEL) evaluations
17 reports of | records of calibration and correction destroy when
measurement charts for AF base reference standards; superseded or no longer
used in calibration of precision needed, whichever is
measuring equi pment sooner.  AUTH: NI1-
AFU-90-3
18 interim  calibration | calibration data not yet published in destroy when published
procedures technical orders; used as a guide for in a technical order.
calibration AUTH: N1-AFU-90-3
19 waiver of calibration | requests for limited/special calibration destroy when
reguirements (precison measurement  equipment superseded or no longer
(PME) needed, whichever is
sooner.  AUTH: NI1-
AFU-90-3
20 measurement restriction log record of destroy after 1 year.
all imposed measurement restrictions AUTH: N1-AFU-90-3
due to environment
21 precison measuring | mechanized card system records and destroy 3 months after
equi pment other related, comparable forms; used entry or when no
scheduling and | for recording results of precision longer needed,
maintenance  data | measuring equipment inspections and whichever is sooner.
collection calibration  operations and for AUTH: N1-AFU-90-3
establishing reinspection and
recalibration schedules
22 controlled multiple | general information letters  from destroy when no longer
address letters Aerospace Guidance Metrology Center needed. AUTH: N1-
(AGMC); wused to notify PMEL AFU-90-3
personnel  of new developments,
procedures or methods in PMEL
operations
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TABLE 21-7 |
Continued. |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
23 command lisings of precison measuring destroy when
certification list equipment requiring off-base support; superseded. AUTH:
used to authorize off-base support of N1-AFU-90-3
precison measuring equipment and
establish recalibration requirements
24 radiation reports radioactive material permits, requests | used to  support | destroy 1 year after
for renewal of permit, support data | requirements for | expiration of permit.
and test results radioactive  material | AUTH: N1-AFU-90-3
permits and support
data
25 used to record results | destroy when new form
of radioactive swipe | is received or when the
tests associ ated radiac
equipment is deleted
from PMEL schedules.
AUTH: N1-AFU-90-3
TABLE 21-8 |
AIRCRAFT MAINTENANCE |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
1 aircraft, missile | records used to facilitate delivery of destroy after 1 year.
delivery aircraft/missiles and to furnish a AUTH: N1-AFU-90-3
record of receipt of selected
equipment, and forms transferred with
the aircraft/missiles
2 aircraft reports damaged aircraft and engine|a MAJCOMs and
disassembly reports major subordinate
commands
3 flight reports destroy after 6 months.
AUTH: N1-AFU-90-3
4 aircraft inventory equipment lists, shortage lists and destroy 3 months after
similar records salvage or other final
disposal of related
aircraft. AUTH: N1-
AFU-90-3
5 weight and balance | handbooks of weight and balance data destroy after loss or
data (TO 1-1B-40); Record of Weight and inventory of aircraft.
Balance Personnel; Chart C-(Basic AUTH: N1-AFU-90-3
Weight and Balance Record
6 Chart A-(Basic Weight Check List; destroy when
Airplane  Weighing Record; -5 superseded or after loss
Technical Order or inventory of aircraft.

AUTH: N1-AFU-90-3
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A

~N|jmre C o

If the records are
or pertain to

consisting of

which are

then

Weight and Balance Clearance Form F
prepared for each mission

destroy on completion
of mission. AUTH:
N1-AFU-90-3

Weight and Balance Clearance Form F
(canned Form F)

destroy
superseded.
N1-AFU-90-3

when
AUTH:

Weight and Balance Clearance Form F
related to aircraft involved in an
accident

destroy 1 year after
completion of accident
investigation. AUTH:
N1-AFU-90-3

TABLE 21-9 |

MAINTENANCE INSPECTION I

A

If the records are
or pertain to

consisting of

which are

then

(RESERVED)

(RESERVED)

NjlrlmMmEC X

201

quality control
inspection/eval uation
records

personnel  evaluations, technical,
special, and activity inspections
conducted by quality control activities

destroy 1 year after
completed action or,
when applicable, per
appropriate rule in
table 21-11 for
equipment records;, or
destroy on receipt of
next personnel
evaluation or
equivalent  inspection
report if not needed for
analysis, investigation
or follow-up. AUTH:
N1-AFU-90-3

maintenance evaluation records which
record evaluations performed on
mai ntenance personnel

at quality control
offices

destroy 1 year after
action is completed or
give to individual upon
reassignment or
separation,  whichever
is sooner. AUTH: N1-
AFU-90-3

used for suspense
control or to record
inspection of
inspection workcards
or work unit code
manuals

destroy when all entries
have been filled in and
form replaced by new
inspection record.
AUTH: N1-AFU-90-3
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TABLE 21-9 |
Continued. |
A B D
R
U
L If the records are
E or pertain to consisting of which are then
4 equipment  discrepancy  summary destroy when no longer

records summarizing discrepancies by
category

needed or after 1 year,
whichever is sooner.
AUTH: N1-AFU-90-3

5 quality control checksheets used in destroy when no longer
conducting quality control inspections needed, or replaced by
new checkshest.
AUTH: N1-AFU-90-3
6 nondestructive nondestructive inspection techniques destroy when
inspection data used for future reference of incorporated into
nondestructive inspection techniques applicable  technical
order, replaced by a
new nondestructive
inspection technique or
when no longer needed.
AUTH: N1-AFU-90-3
6.01 | nondestructive radiographs used to compare present destroy the oldest
inspection NDI radiograph with two previous radiograph after
radiographs programmed depot  maintenance comparison of the
(PDM) inspection to verify structural current and next most
integrity and trend analysis of aircraft current film or after 4
structures years, whichever is
sooner.  AUTH: NI1-
AFU-90-3
6.02 radiographs used to detect defects or destroy the oldest
verify structural integrity during radiograph after
recurring field level inspections, comparison with the
maintenance, or time compliance new radiograph when
technical orders (TCTOs) the  inspection is
reaccomplished of after
4 years, whichever is
sooner.  AUTH: NI1-
AFU-90-3
6.03 radiographs used to detect defects or destroy after repair of
verify structural integrity during one- defects or after 6
time (other than TCTOs) inspections months if no defects
were detected. AUTH:
N1-AFU-90-3
7 battery periodic | monthly storage battery records for destroy after 1 year or
inspection and | telephone rack batteries used to when no longer needed,
battery servicing periodically check battery state of whichever is later.
charge, servicing and inspection AUTH: N1-AFU-90-3
8 inspection of railway | inspection worksheets destroy when the next

equi pment,
watercraft, and
training devices

equivalent or higher
inspection is
accomplished. AUTH:
N1-AFU-90-3
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TABLE 21-9 |
Continued. |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
9 welder qualification | application and test records for the | at testing labs and | destroy after 2 years, or
qualification of welders metals processing | when superseded,
shops whichever is sooner

(EXCEPTION: Metals
shops forward to
gaining activity on
reassignment of
member). AUTH: N1-
AFU-90-3

10 industrial industrial radiography log forms destroy when no longer
radiography needed to evaluate the
utilization log adequacy of shielding

for a particul ar
situation. AUTH: N1-
AFU-90-3

11 foreign object | weekly FOD inspections destroy after 1 year.

damage (FOD) to
arcraft, missiles or
drones

AUTH: N1-AFU-90-3

NOTE: All records destroyed in accordance with this table may be destroyed on inactivation of the unit if not needed by a
successor unit (see AFI 37-138, chapter 5).

TABLE 21-10 |
NAVIGATIONAL AID RECORDS |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
1 joint agreement on destroy when
USAFFAA superseded, obsolete or
performance no longer needed.
standards and AUTH: N1-AFU-90-3
procedures
2 certification destroy when no longer
inspection reports needed or after facility
is withdrawn from the
Federal Airways
System, whichever is
sooner.  AUTH: NI1-
AFU-90-3
3 genera at HQ USAF retire as permanent
memorandum of (See Note). AUTH:

agreement  between
USAF and FAA

NC1-AFU-80-8
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TABLE 21-10 |
Continued. |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
4 duplicate copies destroy when
superseded or obsolete.
AUTH: N1-AFU-90-3
5 countersigned destroy when
statements and superseded or  on
appendix withdrawal  of the
facility  from the
Federal Airways
System, whichever is
sooner.  AUTH: NI1-
AFU-90-3
NOTE: Transfer to the National Archivesin 5-year blocks when latest document is 25 years old.
TABLE 21-11 |
EQUIPMENT MAINTENANCE (seenote1) |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
1 aerospace vehicles, | records used in scheduling, controlling | time compliance | destroy after receipt
communications and managing maintenance efforts, | technical order | and verification of next
electronics recording operational data and status | (TCTO) products not | report (EXCEPTION:
meteorological information, and recording the | covered by table21-6 | When mechanized
equi pment, accomplishment of servicing, reports are not used,
ground/air launched | inspection, checkout, adjustment, destroy 3 months after
missiles, or related | calibration, repair, overhaul and posting, if no longer
equi pment modification needed, or no later than
after 1 year). AUTH:
N1-AFU-90-3
2 monthly maintenance | destroy when no longer
plan needed or after 1 year,
whichever is sooner.
AUTH: N1-AFU-90-3
3 weekly  maintenance | destroy when no longer
plan needed or after 2 years,
whichever is sooner.
AUTH: N1-AFU-90-3
3.01 daily maintenance | destroy after 3 months
plan or when no longer
needed, whichever is
sooner.  AUTH: NI1-
AFU-90-3
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TABLE 21-11 |
Continued. |
A C D
R
U
L If the records are
E or pertain to consisting of which are then
4 visual aids destroy when replaced,

10

11

12

13

special  qualification
certificate

obsolete or no longer
needed. AUTH: N1-
AFU-90-3

data transmittal
records

daily requirements and
dispatch records used
for dispatch control of

aerospace ground
equi pment

personnel  availability
forecast, shop
workload  summary,
and maintenance

preplan used in
preparation of work
schedules

destroy after 1 month
or when no longer
needed, whichever is
sooner.  AUTH: NI1-
AFU-90-3

punched card
transcripts used as
source records for
computer products

destroy when computer
product is verified.
AUTH: N1-AFU-90-3

job standards

destroy when replaced
by a new job standard
or when no longer
needed, whichever is
sooner.  AUTH: NI1-
AFU-90-3

missile status
worksheet

destroy after 3 months
or when no longer
needed, whichever is
sooner.  AUTH: NI1-
AFU-90-3

weekly/daily  flying
schedule coordination
used to insure all
concerned agencies are
notified of schedule
changes

destroy after 1 year, or
when no longer needed,
whichever is sooner.
AUTH: N1-AFU-90-3

generation
maintenance plan and
generation  sequence

destroy when replaced
by a new plan or action
schedule.  AUTH: N1-
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TABLE 21-11 |
Continued. |
A C D

R

U

L If the records are

E or pertain to consisting of which are then

action schedule used to | AFU-90-3

14

15

16

17

18

19

20

21

preplan and establish
sequence of events for
generation actions

inspection/TCTO
planning guide for
inspection/TCTO
accomplishment

destroy 1 month after
completion if no longer
needed, but not later
than after 1 year.
AUTH: N1-AFU-90-3

specialist dispatch
control log used for
internal  workcenter
control of personne
dispatch

aerospace ground
equi pment (AGE)
status used to notify
maintenance control of
AGE status

destroy daily, when no
longer needed, but not
later than after 1
month.  AUTH: N1-
AFU-90-3

technical order
distribution record
used to maintain
technical order files

destroy when replaced
by a new form or when
no longer needed,
whichever is sooner.
AUTH: N1-AFU-90-3

time change
requirement forecast

destroy when no longer
needed. AUTH: N1-
AFU-90-3

maintenance data | destroy after reports are
collection forms used | produced. AUTH: N1-
for scheduled | AFU-90-3

preventive

maintenance

maintenance data | destroy after keypunch,

collection record used
for repair, inspection,
and time change items

receipt of machine
listing and correction of
errors if no longer
needed, or after reports
are produced and
narrative is transcribed
to significant historical
data form, but not later
than after 1 year (See
Notes 2 and 3).
AUTH: N1-AFU-90-3

original or  source
records, created for
control purposes, such
as job control records

destroy when no longer
needed, or 3 months
after record has been
closed, whichever is
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Continued. |
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A

mrCX

If the records are
or pertain to

consisting of

which are

then

21.01

22

23

24

25

26

27

28

when equipment status
reporting is  not
required

sooner.  AUTH: N1-
AFU-90-3

original  of  source
records created for
equi pment status

reporting

destroy after 3 months
or when no longer
needed, whichever is
later. AUTH: N1-
AFU-90-3

schedule of technician
availability

destroy when no longer
needed, or aftr 3
months, whichever is
sooner.  AUTH: Ni1-
AFU-90-3

used to record odor
test/servicing of
aviator's breathing
oxygen

destroy 2 weeks after
date of last recorded
servicing. AUTH: N1-
AFU-90-3

transient job control
number registers

destroy after 1 year or
after submission of
semiannual  transient
aircraft information.
AUTH: N1-AFU-90-3

base job  control
number register

destroy when no longer
needed, but no later
than 3 months after all
entry spaces have been
used. AUTH: N1-
AFU-90-3

advanced
configuration
management  system
projection of items due
for mandatory removal

destroy after receipt
and verification.
AUTH: N1-AFU-90-3

advanced
configuration
management  system
selected article
configuration  status

report

destroy pages that are
superseded after
receipt, verification,
and file of changed
pages. AUTH: N1-
AFU-90-3

communications,
dectronics,
meteorological onsite
maintenance records,
i.e, prePDM survey
record and
certification and
certificate of PDM
maintenance

destroy after 1 year if
no longer needed for
followup. AUTH: N1-
AFU-90-3
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Continued. |
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A

mrCX

If the records are
or pertain to

consisting of

which are

then

30

31

32

33

33.01

34.01

34.02

accomplished

minutes of
mai ntenance meetings

destroy when no longer
needed. AUTH: N1-
AFU-90-3

for equi pment
involved in an
accident or incident
that results in damage
to private property or
injury to personne,
resulting in an
investigation

dispose of with the
investigative file of
which they become a
part. AUTH: N1-AFU-
90-3

for equi pment
destroyed, abandoned,
reclaimed, salvaged,
lost or missing

for expended air
launched missiles

destroy 1 month after
abandonment of search
or physical disposition.
AUTH: N1-AFU-90-3

for ground launched
missiles expended or
destroyed (not related
to AFl 51-503), and
reentry vehicle

send to AFMC System
Manager or SA-ALC
Director of Specia
Weapons, as
applicable; destroy after
3 months, provided all
pertinent data has been
extracted for other
records or the original
records have served
their purpose. AUTH:
N1-AFU-90-3

for equipment dropped
from AF inventory for
reasons other than
specified in rules 30
through 33

destroy after 1 month.
AUTH: N1-AFU-90-3

duplicates or
nonrecord copies of
records in rules 1
through 32

destroy when no longer
needed or after 1 year,
whichever is sooner.
AUTH: N1-AFU-90-3

sortie maintenance
briefings (originals)

destroy after keypunch
or forward to another
agency for filing, where
it will be destroyed
when no longer needed.
AUTH: N1-AFU-90-3

sortie maintenance
briefings (copies at
debriefing facility)

destroy after 1 month
or when no longer
needed, whichever is
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TABLE 21-11 |
Continued. |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
later. AUTH: N1-
AFU-90-3
35 work order authorizations, production | working copies destroy 3 months after
orders, work adjustment orders, work completion of job.
order numbers, and instruction dips AUTH: N1-AFU-90-3
36 extra copies destroy on completion
of job. AUTH: N1-
AFU-90-3
37 selected work orders | destroy after 6 months.
pertaining to local | AUTH: N1-AFU-90-3
manufacture of items
used to establish work
standards and costs of
repetitive work
38 data processing machine listing such destroy after 2 years or
as identification number listings, etc. when superseded or no
longer needed,
whichever is sooner.
AUTH: N1-AFU-90-3
39 Maintenance training course table list, course status destroy when
Management report, status code, training forecast, superseded, obsolete, or
Information Control | daily operational utilization report, when no longer needed.
System  (MMICS) | maintenance personned listing, skill AUTH: N1-AFU-90-3
Output Products level report, work center list, flying
schedules, TCTO status, TCTO
reports, mobility personnel,
maintenance data collection
equipment schedule, etc.
40 Core Automated | training course table lists, course | maintained by the
Maintenance System | status reports, work center lists, | maintenance complex
(CAMYS) Output | maintenance personnel listing,
Products mobility personnd listing, TCTO
status, TCTO work order requests,
maintenance data collection
equipment schedule, etc.
NOTE(S):
1. This table applies only to those records that are prescribed by and maintained in accordance with AFIs 21-101 and 21-
109 and all associated

00-20-series technical orders, and those records maintained under the Defense Meteorological Satellite Program. These
records may be destroyed on inactivation of the unit, if not needed by a successor unit (see AFI 37-138, chapter 5).

2. Retain data on Reliability Improvement Warranty (RIW) items for a minimum of 4 months.
3. Copies of source records used for billing purposes must be retained for the full one year period for audit records. See

table 65-3.
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TABLE 21-12 |
SERVICE ENGINEERING |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
1 project files records  reflecting results  of retire to WNRC when
engineering evaluations, feasihility equipment, system or
studies, modifications, prototyping and subsystem is declared
testing (including verification test), obsolete to AF needs;
generated as a result of engineering destroy after 30
management and commaodity additional years.
engineering support and services AUTH: N1-AFU-90-3
required for operation, maintenance,
modification and rehabilitation of
material, and are categorized into
various weapons support systems and
subsystems, i.e, propulsion
accessories,  electronics, materials,
nonaeronautical and aeronautical
TABLE 21-13 |
GROUND COMMUNICATIONS-ELECTRONICS EQUIPMENT STATUS |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
1 equipment status | data cards used to prepare summaries, | at MAJCOMs destroy after action is
records, batch or | tabulations or Automatic Data compl eted. AUTH:
Maintenance Processing Equipment (ADPE) tapes N1-AFU-90-3
Management
Information Control
System (MMICS)
2 below MAJCOMs destroy 14 days after
preparation.  AUTH:
N1-AFU-90-3
3 master  inventory and  standard destroy when
MMICS equipment status reporting superseded, obsolete or
(ESR) listings no longer needed.
AUTH: N1-AFU-90-3
4 communications-€l ectronics- aa MAJICOMs and | destroy 90 days after
meteorological (CEM)  programs | intermediate entry into batch or
audit/error, open incident, daily | headquarters MMICS system.
Automatic Digital Network AUTH: N1-AFU-90-3
(AUTODIN) transmittal and reject
listings and corrections
5 below MAJCOMs destroy 30 days after

entry into the batch or
MMICS system.
AUTH: N1-AFU-90-3
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A

If the records are
or pertain to

consisting of

which are

then

omr CX

job contral records

destroy 90 days after
completion of job.
AUTH: N1-AFU-90-3

summaries, listings and studies

destroy when
superseded, obsolete or
no longer needed, or
after 1 year, whichever
is sooner
(EXCEPTION:  When
the basis of a standard
publication, see table
37-7).  AUTH: N1-
AFU-90-3

TABLE 21-14 |

RECLAMATION RECORDS

A

If the records are
or pertain to

consisting of

which are

then

M CX

reclamation of
aircraft and surface
equipment as result
of accidents or
normal deterioration

historical data, reports of survey,
special order extracts, photographs,
related papers and correspondence

at MAJCOMs

destroy 5 years after
completion of action
(EXCEPTION: records
required for
investigation, inquiries,
etc., destroy on
completion of such
action, provided
retention period has
expired). AUTH: N1-
AFU-90-3

at
echeons

subordinate

destroy 2 vyears after
completion of action
(EXCEPTION: where
MAJCOM requests
audit of a specific case
file, destroy the
excepted records after
audit, provided the
specified retention
period has expired).
AUTH: N1-AFU-90-3
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TABLE 21-15 |
MILITARY AIRCRAFT STORAGE AND DISPOSITION CENTER (MASDC) |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
1 aircraft/missile and | project directions, schedules, special [ a8 MASDC OPR | destroy 2 years after
special project files | technical aspects, customer | responsible for | completion of action.
for AF, Army, Navy | correspondence, inquiries from higher | coordination and | AUTH: N1-AFU-90-3
and CG, and other | headquarters, work directives and | acceptance of
government agencies | amendments, work/shipping priorities, | negotiated workloads
contracts, for both continental US and | from weapons systems
Security Assistance Program | managers, item
customers managers, and other
Services and
government agencies
2 work directives and related records at other than MASDC | destroy 1 year after
OPR completion of action, or
when no longer needed,
whichever is sooner.
AUTH: N1-AFU-90-3
TABLE 21-16 |
AERONAUTICAL DEPOT MAINTENANCE INDUSTRIAL TECHNOLOGY PROGRAM
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
1 improved repair | description of problems, initiator, | at HQ AFMC destroy 3 vyears after
project proposals stock numbers, prices, possible completion/deletion  of
solutions, evaluations/analyses, project. AUTH: N1-
conclusions, recommendations and AFU-90-3
related correspondence
2 approved projects at | destroy on completion
submitting, of project or when no
supporting, longer needed,
participating and other | whichever is sooner.
activities AUTH: N1-AFU-90-3
3 disapproved  project | destroy after 3 years.

proposals at activities
inrue?2

AUTH: N1-AFU-90-3

4 safety proposals

recommended methods of processing,

approved by safety

destroy after inclusion

involving safety or health | and/or medical | into technical data,
considerations authorities AFOSH or OSHA
standards. AUTH: N1-

AFU-90-13
5 program reports prepared at the completion of | at HQ AFMC destroy 10 years after
reports/technical an important phase of a program or at the close of a project.
reports the end of a project and contain AUTH: N1-AFU-90-13

evaluation methods, recommendations
and conclusions
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TABLE 21-16 |
Continued. |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
6 copies other than rule | destroy when no longer

5

needed. AUTH: N1-
AFU-90-3

7 program proposals description of processes, techniques, | approved destroy 5 years after the
and related material pertinent to close of the project.
common repair facilities AUTH: N1-AFU-90-13

8 disapproved destroy after 3 years.

AUTH: N1-AFU-90-3
9 engineering description of new or changed | at HQ AFMC destroy 3 vyears after
proposals technical process requirements and the completion/deletion  of
alternative solutions thereto the proposal. AUTH:
N1-AFU-90-3
10 summary quarterly | reports containing the destroy after 1 year.
reports accomplishments and impact of AUTH: N1-AFU-90-3
overhaul and repair processing
projects proposed, initiated and
completed
TABLE 21-17 |
GOVERNMENT-OWNED TELEPHONE SERVICE RECORDS |
A B C D

R

U

L If the records are

E or pertain to consisting of which are then

1 telephone/wire records documenting management, destroy when

communications operation, and maintenance of individual service is
history records government-owned telephone and wire discontinued, or when
communications equipment, including superseded by new
telephone equipment line record, record card. AUTH:
telephone equipment key systems N1-AFU-89-19
record/worksheset, cable  record,
telephone number assignment record,
and related records maintained in
accordance with T.0O. 00-20-8
2 telephone  service, | service requests, service orders, and destroy 2 vyears after
cable and terminal | cable transfer worksheets used to completion of actions.
transfer records record information pertinent to cable AUTH: N1-AFU-89-19
and terminal transfers
3 telephone  service | telephone trouble logs wused to destroy after 2 years.
complaints document telephone Service AUTH: N1-AFU-89-19
complaints

4 history of battery | monthly storage battery service record destroy when battery is

Service no longer in service.

AUTH: N1-AFU-89-19

5 circuit layout and | records which document circuit layout destroy 1 year after

trouble report | and trouble reports for special circuits discontinuance of

records servicee  AUTH: N1-
AFU-89-19
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TABLE 21-18 |
MINUTEMAN COMMUNICATIONS CABLE AFFAIRS |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
1 Hardened Intersite | initial requests generated by a | at Cable Affairs Office | destroy 1 year after
Cable Systems | utility/government agency to relocate, | (CAO) in an AFCC | deletion of the
(HICS) project/case | adjust, or cross a HICS easement; | communications unit | MINUTEMAN missile
files copies of consent to cross cable | supporting a | cable system at
easement issued by the US Army | MINUTEMAN applicable base, or
Corps of Engineers, engineering | strategic missilewing | when no longer needed,
drawings, specifications, and cost whichever is sooner.
estimates; requests for funding, letters AUTH: N1-AFU-90-3
of agreement between the USAF and
other parties, photos, sketches, and
memoranda of telephone conversations
representing other parties;
reimbursement billing requests and
payment received vouchers;
miscellaneous memoranda and other
correspondence associated with HICS
relocation adjustment project
2 tract, records unique to a particular tract
landowner/tenant number, associated with an erosion
files project; copy of returned annual

landowner or tenant
guestionnairef/letter; copy of lega
instruments  granting the USAF
easement for installation of the HICS:
investigations and settlement data
regarding land, property, or crop
damage; erosion investigation
photographs, cost estimates, drawings,
specifications, contract solicitation
data, technical provisions, repair
completion notices, and miscellaneous
memoranda for the record
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AIRCRAFT BATTLE DAMAGE REPAIR (ABDR) I

AFMAN 37-139 1 March 1996

A

B

If the records are
or pertain to

consisting of

which are

then

M CX

Aircraft Battle
Damage Repair
(ABDR) proficiency
status

summaries of the specific types of
completed ABDR proficiency training

a each unit with

ABDR taskings

destroy when training
reguirements are
changed, or 2 vyears
after submitted,
whichever is sooner.
AUTH: N1-AFU-90-25

TABLE 21-20 |

ARMAMENT TRAINING I

A

If the records are
or pertain to

consisting of

which are

then

M CX

individual weapons/
arcraft  evaluation
and certification

1.01

1.02

personnel/crew evaluation reports

used to update load
training and
certification
documents

destroy after 1 year or
when  replaced by
equivalent evaluation.
AUTH: N1-AFU-90-3

used to
certification
decertification

record
and

destroy when
superseded, or when an
individual has been
relieved from duties
requiring certification.
Send with consolidated
training record when
individual is reassigned
(see table 36-12, rule
1). AUTH: N1-AFU-
90-3

load training and certification records
for certification of munitions loading
crews.

destroy when
superseded, or when an
individual has been
relieved from weapons
loading. Send with
consolidated record
when an individual is
reassigned (see table
36-12, rule 1). AUTH:
N1-AFU-90-3
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TABLE 21-20 |
Continued.
A B C D

R

U

L If the records are

E or pertain to consisting of which are then

2 individual records of bombing and gunnery destroy after

bombardment  and | practice and bombing missions completion of training,

gunnery training

provided data required
for individual training
records have been
extracted and entered
on appropriate record.
AUTH: N1-AFU-90-3

3 genera training in air-to-air and air-to-ground destroy after 6 months.
bombardment  and | gunnery and bombing, such as AUTH: N1-AFU-90-3
gunnery training instructor log reports, bombing range

log, bomb trainer target sheets, and
bombing proficiency work sheets

4 (RESERVED) (RESERVED)

5 ground weapons | AF Form 710, Ground Weapons | at range offices destroy after 3 years.
training and | Training Record AUTH: N1-AFU-90-3
maintenance

5.01 correspondence, requests, notices, or destroy after 1 year.
similar data used to reflect the time, AUTH: N1-AFU-90-3
area and type of firing in scheduling
personnel for small armstraining

5.02 local procedures establishing safety dispose of as
measures,  storage, issue and background material to
maintenance of equipment which the related publication
result in the issuance of a publication (see  table  37-7).

AUTH: N1-AFU-90-3

5.03 Ground Weapons Training Data (AF | at individual's unit dispose of per AFl 36-

Form 522) 2608. AUTH: N1-
AFU-90-3

5.04 Combat Arms Management destroy after 5 years
Information System (CAMIS) Report (See Note). AUTH:
(in paper form only) N1-AFU-90-3

6 distinguished pistol/ | individual record of awards (pistol) | at HQ AETC destroy after 30 years.
rifleman badges and (rifle) 5 x 8 cards recording credit AUTH: N1-AFU-90-3

points earned

7 explosive ordnance | records accumulated in the program of | individual proficiency | destroy 18 months after
disposal proficiency | continuous training which is essential | training record forms | they are completed.

to maintenance of proficiency up to AUTH: N1-AFU-90-3
standards  established in  Job
Proficiency Guide 46470 for entered
on duty personnel
8 certification  control | destroy after they have
registers been completed and
replaced by new
verified registers.
AUTH: N1-AFU-90-3
9 ammunition records | issues, expenditures, turn-ins, and [ not in ammunition | destroy after 2 years.
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TABLE 21-20 |
Continued.
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
other records relating to ammunition | custodian jacket file AUTH: N1-AFU-90-3
accountability for individuals, units,
and activities
9.01 in ammunition | destroy when
custodian jacket file superseded by a
validated supply point
listing (Q-13). AUTH:
N1-AFU-90-3
10 munitions requests, changes, estimates, and destroy when
allowances related records superseded. AUTH:
N1-AFU-90-3

NOTE: If CAMIS becomes in whole or in part a machine-readable records system, such ADP records are not authorized

for disposal.
TABLE 21-21 |
ARMAMENT |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
1 ammunition and | ammunition disposition reports or | originals maintained | see tables 23-4 and 21-

explosive materiel

similar forms used to report and

as property vouchers

6. AUTH: NI1-AFU-

request authority to dispose of obsolete | to the stock record | 90-3
or unserviceable ammunition, | account
components and explosives
2 bel ow major | destroy after 2 years.
subordinate commands | AUTH: N1-AFU-90-3
201 at major subordinate | destroy after 1 year or
commands and above | when no longer needed,
whichever is later.
AUTH: N1-AFU-90-3
3 inspection and storage  reports, destroy after 1 year or
periodic reports of availahility, when superseded by a
requirements, inventories, and new report, whichever
consumption, and related is later. AUTH: N1-
correspondence AFU-90-3
4 waivers or | authorizations for  waivers  or | at HQ USAF destroy 2 months after
exemptions to | exemptions to empirical distances in date of expiration.

explosive safety and
quantity-distance
criteria

relation to quantity of explosives
accumulated incident to inspections

concerning  safety, surveillance,
renovation,  preservation,  repair,
modification, demilitarization,
manufacture, and destruction of

ammunition and explosive materiel

AUTH: N1-AFU-90-3
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TABLE 21-21 |

Continued. |
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A

If the records are
or pertain to

consisting of

which are

then

oamr C X

at other
USAF

than HQ

destroy  immediately
after date of expiration.
AUTH: N1-AFU-90-3

and
materiel

ammunition
explosive
surveillance

cards maintained as a cumulative
record covering the entire period of
storage at an installation

destroy 2 vyears after
ammunition is shipped
or otherwise disposed
of, or when superseded,
whichever is sooner.
AUTH: N1-AFU-90-3

10

explosive ordnance
disposal (EOD)

form reports and related records

at originating units
and intermediate
reviewing
activities/'staff offices

destroy after 1 year.
AUTH: N1-AFU-90-3

a MAJIJCOMs and
technical schools

destroy when no longer
needed. AUTH: N1-
AFU-90-3

aa Det 63, Ogden
ALC,
NAVEODTECHCEN

destroy after 5 years.
AUTH: N1-AFU-90-3

for EOD proficiency
training

see table 21-20.
AUTH: N1-AFU-90-3

11

key control and issue
log

destroy 1 month after
al entry spaces are
used and replaced by a
new log, if no longer
required. AUTH: N1-
AFU-90-3

12

arrcraft armament
and munitions
configuration

munitions configuration and

expenditure documents

destroy when data has
been extracted and
entered on appropriate
records or when no
longer needed. AUTH:
N1-AFU-90-3

13

covenant not to sue-
hold harmless
agreements

completed records initiated in the
interest of USAF which may involve
civilian claims at a later date used in
conjunction with providing EOD
assistanceto civil agencies

destroy 2 vyears after
date of incident per
federal tort claims act.
AUTH: N1-AFU-90-3

14

15

ordnance
schedule

nucl ear
shipping
(NOSS)

message report consisting of nuclear
ordnance shipment requirements to
support  contingencies, war plans,
SIOP/alert posture and/or emergencies

at MAJCOMs

destroy after 1 year or
when no longer needed,
whichever is later (See
Note).  AUTH: N1-
AFU-90-3

below MAJCOMs

destroy 3 months after
al  movements are
completed or when no
longer needed,
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TABLE 21-21 |
Continued. |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
whichever is later (See
Note).  AUTH: N1-
AFU-90-3
16 warehouse planning see table 23-17, rule 2.
and layout AUTH: N1-AFU-90-3
17 storage reporting see table 23-17, rule 9.
AUTH: N1-AFU-90-3
18 special weapons seetable 23-17, rule 10.
storage facilities AUTH: N1-AFU-90-3
report
NOTE: Theserecords are not retired to federal records centers.
TABLE 21-22 |
COMBAT AMMUNITION SYSTEM-BASE (CAS-B) RECORDS |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
1 daily transaction | accountable registers prescribed in | a bases operating | destroy after 1 year, or
history AFM 136-824 that reflect specific | under the CAS-B when replaced by a
property transactions Monthly Register,
whichever is later.
AUTH: N1-AFU-90-3
2 monthly transaction destroy after 1 year.
history AUTH: N1-AFU-90-3
3 unit records due-out listing, due-iin  from destroy when
maintenance (DIFM) listing, asset superseded. AUTH:
balance listing, asset leve ligting, N1-AFU-90-3
basic indicative data report, summary
report, shipment suspense, asset
posture report
4 munitions reconciliation reports of munitions on destroy after 1 year.
reconciliations munitions serviceability and location AUTH: N1-AFU-90-3
records required by AFI 21-201
5 conversion audit list | accountable record pertaining to
satellite rehomings, conversion from
any other supply system to the CAS,
establishment of new munitions supply
account, conversion of computer
system
6 source records issue/turn-in records,
shipping/receiving, expenditures,

disposals, and notice of lost or missing
documents  which pertan  to
accountable type transactions and
contain valid document number
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TABLE 21-22 |
Continued. |
A B D
R
U
L If the records are
E or pertain to consisting of which are then
7 supporting records see table 23-4, rule 14.
AUTH: N1-AFU-90-3
8 recurring CASB destroy on receipt of
listings and reports new listings or reports,
not covered or when no longer
esawhere in this needed, whichever is
table later. AUTH: N1-
AFU-90-3
9 account files see table 23-4, rule 26.
AUTH: N1-AFU-90-3
10 inventory adjustment | inventory adjustment listing used to destroy after 2 years.
registers adjust item/detail record balances AUTH: N1-AFU-90-3
processed per AFl 21-201 and AFM
136-824
11 inventory count | listing or forms associated with, destroy  after  next
listings prepared, or accomplished, as part of semiannual inventory is
cyclic/specia inventories reconciled. AUTH:
N1-AFU-90-3
12 inventory  accuracy | listings prepared to show accuracy of destroy after 1 year.
report inventory AUTH: N1-AFU-90-3
13 inventory status destroy when no longer
report needed. AUTH: N1-
AFU-90-3
14 ADPE output see table 23-9, rules 9
printouts and 10. AUTH: N1-
AFU-90-3
15 custody jacket files | custodian authorization/custody destroy after receipt
(supply point | receipt listing, supporting documents, and validation of new
records) authorizations, letters of instruction, approved custody
and briefings listing. AUTH: N1-
AFU-90-3
16 base tapes or listings which reflect base destroy when
information/organiza | activity addresses or organizations that superseded or no longer
tion file require munitions support needed. AUTH: N1-
AFU-90-3
17 control and suspense see table 23-10, rule 1.
files AUTH: N1-AFU-90-3
18 munitions reporting see table 23-10, rule 2.
records AUTH: N1-AFU-90-3
19 munitions reference see table 23-10, rule 3.
records AUTH: N1-AFU-90-3
20 munitions see table 23-9, rule 20.
effectiveness reports AUTH: N1-AFU-90-3
21 financial accounting seetable 177-13, rule 6.
basic transactions AUTH: N1-AFU-90-3
22 misson  capability see table 23-1, rule 8.1.

checklists

AUTH: N1-AFU-90-3
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TABLE 21-22 |
Continued. |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
23 adjusted stock level see table 23-4, rule 16.
records AUTH: N1-AFU-90-3
24 supply support | war readiness materials (WRM) war see table 23-9, rule 21.
control records consumables distribution  objective AUTH: N1-AFU-90-3
(WCDO)
25 installation level | nuclear munitions and  CAS destroy after subsequent
audits management audits audit is completed and
finalized. AUTH: N1-
AFU-90-3
26 waivers or | locally generated override approval destroy after safety
exemptions to | forms required by AFM 136-824, Vol waiver is approved or
explosive safety and | 1 for overrides to hazard division, conditions for waiver
quantity-distance compatibility group, or total net no longer exist.
criteria explosive weight for storing munitions AUTH: N1-AFU-90-3
27 (RESERVED) (RESERVED)
28
29
30
31
32 munitions records used in scheduling, controlling | monthly maintenance | destroy after 6 months,
maintenance and managing maintenance efforts, | plans or when no longer
recording operational data and status needed, whichever is
information, and recording the sooner.  AUTH: NI1-
accomplishment of servicing, AFU-90-3
inspection,  checkout, adjustment,
calibration, repair, overhaul, and
modification
33 weekly  maintenance | destroy after 3 months,
plans or when no longer
needed, whichever is
sooner.  AUTH: NI1-
AFU-90-3
34 (RESERVED) (RESERVED)
35
36
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23. Supply. These tables cover documentation resulting from the management and control of supply operations, and USAF
Academy Supply Management Records. They include requisitioning, receiving, issuing, inventory management, property
accounting, stock control, and related matters.

TABLE 23-1 |
SUPPLY MANAGEMENT RECORDS |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
1 safekeeping of | forms required by law for bonding return to originator in
military property private or  civil  corporations, exchange for new valid
ingtitutions, or like concerns which bond or on settlement
possess government supplies and of property accounts.
equipment AUTH: N1-AFU-90-3
2 USSTRATCOM USSTRATCOM forms at USSTRATCOM | destroy after 1 year.
supply system supply  support  of | AUTH: N1-AFU-90-3
management mai ntenance activities
3 aircraft distribution | project files of HQ USAF aircraft destroy 1 year after
and assignment | delivery and modification instructions project is completed.
control and amendments, AFMC aircraft AUTH: N1-AFU-90-3
assignment directives, and related
documents
4 correspondence, messages, and other destroy after 1 year.
records related to receipt, assignment, AUTH: N1-AFU-90-3
transfer, and disposal of aircraft
assigned to MAJCOMs
5 locator cards for each aircraft assigned destroy 3 months after
toaMAJCOM transfer of aircraft from
command jurisdiction,
or on receipt of disposal
termination authority,
whichever is sooner.
AUTH: N1-AFU-90-3
6 mission  capability | daily summaries a  Air Logistics | destroy after 1 month.
(MICAP) summary Centers AUTH: N1-AFU-90-3
listings
6.01 at other than Air | destroy 90 days after
Logistics Centers creation. AUTH: N1-
AFU-90-3
7 monthly summaries and other listings destroy after 6 months.
produced from specific card decks AUTH: N1-AFU-90-3
8 card decks destroy  immediately
after al necessary
summaries and listings
have been printed and
verified. AUTH: N1-
AFU-90-3
8.01 | misson capability | MICAP checklists used to validate that destroy when
checklists no assets are available for use to requirement is satisfied
satisfy priority requirements unless otherwise

directed by the loca
Chief  of Supply.
AUTH: N1-AFU-91-22
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TABLE 23-1 |
Continued. |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
9 initial spares support | monthly summaries, card decks and | applicable to  all | destroy 60 days after
lists related data records except those | report is superseded.
under rule 9.1 AUTH: N1-AFU-90-3
9.01 monthly summaries, card decks and destroy  after the
related data applicable to ISSLS directing MAJCOM
loaded for weapon systems supported determines that
at individual bases applicable I1SSL levels
should be deeted.
AUTH: N1-AFU-90-3
10 munitions  supply | reconciliation reports of munitions destroy 1 year after
reconciliations based on air munitions serviceability reconciliation. AUTH:
and location records, required by AFI N1-AFU-90-3
21-101
11 base closure or | records and documentation of personal | maintained by the | destroy 2 years after
realignment property left at closing bases to assist [ command and/or the | final conveyance of
affected communities, such as DD | base operating site | personal property.
Form 1149 (Requisition and Invoice | manager AUTH: N1-AFU-90-3
Shipping Document), and DD Form
1348-1 (DOD Single Line Item
Release and Document)
TABLE 23-2 |
DUE-IN ASSET MANAGEMENT AND CONTROL RECORDS (see note) |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
1 due-in assets contracts, contract index cards, and | a& IMS/SSMs  for | destroy 3 months after
related contract instruments reporting and | final payment  of
controlling due-in | contract. AUTH: N1-
assets from contractor | AFU-90-3
and reporting AF
activities
2 PR/MIPRs destroy 3 months after
all items have been
placed on contract or
cancelled. AUTH: N1-
AFU-90-3
3 due-in asset worksheets prepared for destroy on completion
input to computer of computer processing.
AUTH: N1-AFU-90-3
4 due-in asset status cards for each item destroy 90 days after

update action. AUTH:
N1-AFU-90-3
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TABLE 23-2 |
Continued. (seenote) |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
5 due-in statistical transaction listing destroy 1 year after
completion of action.
AUTH: N1-AFU-90-3
6 due-in requirements data for reports destroy 3 vyears after
for category | and Il R items close of buying year.
AUTH: N1-AFU-90-3
7 shipment variation printouts, out-of- destroy on completion
balance notices, overage data of review and update
action.  AUTH: N1-
AFU-90-3
8 car arrival reporting | reports used to initiate diversions of destroy 3 months after
records shipments or to initiate immediate diversion or
reshipments reshipment. AUTH:
N1-AFU-90-3
9 shortage report | reports transmitted by the depot to a destroy after 3 months.
records technical service stock control point; AUTH: N1-AFU-90-3
used to determine a secondary source
of supply
10 advice of availability | reports by a stock control point to a
records depot which indicate a secondary
source of supply for items appearing
on a shortage report
11 fixed lists of materials, supply documents | maintained by logistics | destroy 60 days after
communications- and listings, and correspondence | project managers completion of action.
computer  systems | related to supply action against a C-CS AUTH: N1-AFU-91-30
supply project
12 maintained by storage | destroy upon receipt of

|ocation
custodians

project

project completion of
installation instructions
from HQ EID/LGP,
when kit is transferred
to another storage
location, or when no
longer needed. AUTH:
N1-AFU-91-30

NOTE: The term "depot” as used herein refersto all supply establishments maintained for the storage and issue of supplies
for domestic or overseas supply, such as distribution, key, port stock, filler and reserve depots, and comparable
establishments in overseas commands.
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TABLE 23-3 |
UNIT, ORGANIZATION AND MATERIEL CONTROL SUPPLY RECORDS |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
1 active unit property | allied registers and files, including destroy after 1 year.
records flyaway and en route kits, component AUTH: N1-AFU-90-3
records, requisitions, custody receipts,
requests for issue or turn-in marked or
stamped "custody receipt (issued of a
permanent record),” property issue and
turn-in dips, shipping and receiving
documents, reports of  survey,
statement of charges, schedule of
collections, inventory  adjustment
vouchers, mechanized property
accounting cards, and related records
reflecting  transactions  occurring
during the month
2 temporary issue custody receipts destroy or return to
individual on return of
property. AUTH: N1-
AFU-90-3
3 inactivated unit | allied register and files described in destroy when
property records ruel installation commander
is assured that property
records have been
reduced to zero
balance, and that all
property has  been
turned in to appropriate
supply office or
otherwise satisfactorily
accounted for, and he
or she has issued
authority to destroy the
records. AUTH: N1-
AFU-90-3
4 authorizations to destroy the records destroy 2 vyears after
inactivation of unit or 2
years after disposal of
the record, whichever is
later. AUTH: N1-
AFU-90-3
5 property accounting destroy after supply
transaction card action is completed and
entry has been posted to
the document register.
AUTH: N1-AFU-90-3
6 special measurement | measurement forms destroy 30 days after
clothing and receipt of ordered
orthopedic footwear material. AUTH: N1-
AFU-90-3
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TABLE 23-3 |
Continued. |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
7 accountablerecords | records created before conversion of destroy 1 year after all
AF organizational equipment records records have been
to EMO/BEMO and CEMO systems reconciled and current
inventories are
accurate. AUTH: N1-
AFU-90-3
8 supply reporting equipment status reports, reports on | at  unit supply for | destroy after 1 year or
supply levels, critically short items, | submission to higher | on inactivation of the
other matters which affect the | headquarters unit, whichever is
maintenance and receipt of supply sooner.  AUTH: NI1-
items, and related papers AFU-90-3
9 packing certificates records which certify that proper destroy after 6 months.
crating and packing of equipment have AUTH: N1-AFU-90-3
been accomplished before movement
of aunit to a new ingtallation
10 supply inspection showdown inspection reports, final destroy after 1 year.
inspection  reports, and related AUTH: N1-AFU-90-3
inspection papers; pertinent to units
that are outfitted before overseas
movement
11 USAF marine destroy when boat is
equipment allowance dropped from AF
and checklist inventory and al
equipment is accounted
for. AUTH: N1-AFU-
90-3
12 unit supply officer | continuing lists showing by name and retire on inactivation of
listings inclusve dates each  officer's unit for disposal 12
assumed/relinquished  responsibility years after inactivation.
and certificates of transfer AUTH: N1-AFU-90-3
13 training equipment | records relating to the request to base destroy on turn-in of
issue and turn-in supply  activities  for  training equi pment. AUTH:
equipment, notification of action taken N1-AFU-90-3
on request, and return of eguipment to
base supply activities, including
issuefturn-in - dips  and  related
correspondence
14 zero overpricing letters, messages, inquiries and other | at customer liaison, | destroy 1 year after the
material relating to suspected pricing | consumer  advocate, | resolution of the case,
error materiel management, | or when no longer
procurement office or | required, if thisis after
other repository the resolution date.
AUTH: N1-AFU-88-28
15 unit records daily document registers at equipment | destroy after 3 months.
management office or | AUTH: N1-AFU-90-3
base supply
15.01 (RESERVED) (RESERVED)
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TABLE 23-3 |
Continued. |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
15.02 daily document registers and Project | at units with GSUs | destroy after 1 year.
Fund Management Report | and at the GSU except | AUTH: N1-AFU-90-3
(PFMR/OCCR) update and | asinrule15.1
reconciliation
16 priority monitor report, stock number destroy after receipt of
directory, due-out status listing, due-in updated listing.
from maintenance listing, bench stock AUTH: N1-AFU-90-3
review, bench stock listing, specia
level listing
16.01 | AF Broadcasting | item tracking reports, e.g., Priority | a8 AF Broadcasting | destroy after 1 year.
Service Supply | Monitor Report & Due-Out Validation | Service activities AUTH: GRS 3, Item
Management Listing 4b
Reports
17 source records forms, i.e., supply contral log, records destroy after 1 year or
of  cannibalization, issuelturn-in when no longer needed,
request, DOD single line item whichever is sooner.
rel ease/recei pt document, item AUTH: N1-AFU-89-27
location and status card, temporary
hand receipt, naotification of TCTO kit
requirements, quick reference ligts,
and report of packaging and handling
deficiencies, repairable item
processing tag, and input to
maintenance repair capability
reporting; used to order, receive,
control, verify, input, forecast, turn-in,
and are not accountable
17.01 adjusted stock level records see table 23-4, rule 17.
AUTH: N1-AFU-89-27
18 verification worksheet destroy 3 months after
completed action if no
longer needed for
justification of special
levels.  AUTH: N1-
AFU-90-3
19 custodian records custodian authorization/custodian see table 23-11, rule 40.
receipt list AUTH: N1-AFU-90-3
20 clothing allowance | individual mandatory clothing check destroy when form
for Reserve Forces (male and female) lacks space for next
inspection and new
forms have been used
for one inspection.
AUTH: N1-AFU-90-3
21 clothing request receipt destroy after 1 year.
AUTH: N1-AFU-90-3
22 personal clothing record, male/female destroy when balances
airman are transferred to a new
fom and a find
statement is
accomplished. AUTH:
N1-AFU-90-3
23 personal clothingg clam  and | at staff judge advocate | destroy 1 year after case
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TABLE 23-3 |
Continued. |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
supporting records offices is closed. AUTH: N1-
AFU-90-3
24 customer correspondence used to record and | at the  Customer | destroy 1 year after
complaints/inquiries | resolve customer complaints, | Liaison Office resolution of the case.
problems, or inquiries AUTH: N1-AFU-90-3
25 TCTO jacket files Notification of TCTO kit destroy 1 year after all
Requirements (AF Form 2001), balances are reduced to
management notice of TCTO kit zero and no
availability, notification of kit reguirements exist.
shipments, receipt documents, AUTH: N1-AFU-89-27
reguisitions, and related records
TABLE 23-4 |
BASE STOCK RECORD ACCOUNTS |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
1 stock record | cards on  accountable  property destroy 1 year after
accounts transactions to a specific stock record equipment has been
account, or equivalent  forms removed from the
prescribed in AFMAN 23-110 account. (Seetable 41-4
for  medical  stock
record account.)
AUTH: N1-AFU-90-3
2 (RESERVED) (RESERVED)
3
4 daily document | accountable registers prescribed in | prepared by bases | destroy after 3 months.
registers AFMAN 23-110 that reflect specific | operating under the | AUTH: N1-AFU-90-3
property transactions standard base leve
supply system (Sperry
1100-60)
5 information copies used as a cross- destroy when no longer
reference work file needed or on receipt of
stock number directory,
whichever is sooner.
AUTH: N1-AFU-90-3
6 supply document prepared by bases | destroy after 1 year.
register operating a manua | AUTH: N1-AFU-90-3
base supply system
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TABLE 23-4 |
Continued. |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
7 document control | cards created during preparation of | used by bases | destroy after al
cards daily document register operating under the | necessary action s
standard base leve | completed. AUTH:
supply system (Sperry | N1-AFU-90-3
1100-60) to prepare
delinquent  document
listings, assure that
records requiring
review/filing are
received in the
document control
section, and to aid in
quality control
8 used by bases
operating under the
PCAM/B263 or other
supply system to
prepare a document
register, prepare
listings covering
overage  documents,
for followup purposes,
and to prepare
mechanized supply
activity reports
9 daily transaction | original accountable registers | prepared by bases | destroy after 1 year or
register prescribed in AFMAN 23-110 that | operating under the | when replaced by a
reflect specific property transactions Standard Base Supply | consolidated
System and | transaction register.
maintained in | AUTH: N1-AFU-91-31
Document Control
9.01 copies maintained in other | destroy after 1 year or
offices when no longer needed,
whichever is sooner.
AUTH: N1-AFU-91-31
10 consolidated originals maintained in | destroy after 1 vyear.
transaction register Document Control AUTH: N1-AFU-91-31
10.01 copies maintained in other | destroy after 1 year or
offices when no longer needed,
whichever is sooner.
AUTH: N1-AFU-91-31
11 monthly base or see table 41-4. AUTH:
medical supply N1-AFU-90-3
transaction register
12 source records issue/turn-in records, | identified in AFMAN | destroy after 1 vyear.
shipping/receiving records, inventory | 23-110 to be held AUTH: N1-AFU-90-3
adjustment documents, USAF excess
and surplus property turn-in records
not used as supporting records (see
rule 14), and notice of lost or missing
documents  which pertain  to
accountable-type  transactions and
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TABLE 23-4 |

Continued.

125

A

mrCXo

If the records are
or pertain to

consisting of

which are

then

contain valid document numbers

all except recordsto be
held as prescribed in
AFMAN 23-110

destroy after recording
in
document/transaction
registers and
completion of quality
control. AUTH: N1-
AFU-90-3

14

14.01

14.02

15

supporting records

reports of survey, statement of charges,
cash collection vouchers, DOD single
line release/receipt document, USAF
excess and property turn-in records,
and any other records needed to
support each entry on transaction and
document register

identified in AFMAN
23-110

destroy after 1 year (see
table 65-3). AUTH:
N1-AFU-90-3

local purchase (LP) receipt records
identified in AFMAN 23-110, Vol 11,
Part Two

transactions of more
than $25,000 and all
construction contracts
exceeding $2,000

destroy 6 years and 3
months  after  final
payment (See Note).
AUTH: GRS3,ITEM3A

transactions of $25,00
or less and
constructions contracts
under $2,000

destroy 3 vyears after
final  payment (See
Note). AUTH:
GRS3,ITEM3A

records not included in rule 14 or 14.1

destroy after recording
on daly transaction
and document registers,
and  after quality
control check is
completed (see table
65-3). AUTH: N1-
AFU-90-3

16

17

18

19

20

adjusted stock level
records

original copies

hod as long as
established levels arein
effect; then destroy.
AUTH: N1-AFU-90-3

at initiating activities

destroy upon receipt of
approved current
renegotiation. AUTH:
N1-AFU-90-3

suspense copies

destroy on receipt of
approved copy. AUTH:
N1-AFU-90-3

outdated copies

destroy on receipt of
revised form. AUTH:
N1-AFU-90-3

revalidation decks

destroy outdated cards
when replaced by later
cards.  AUTH: N1-
AFU-90-3

21

Materiel
Issue
System

Uniform
Movement
Priority
(UMMIPS)

prepared by bases
operating under the
standard base leve

supply system (Sperry

destroy 90 days after
monthly cutoff.
AUTH: N1-AFU-90-3
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TABLE 23-4 |
Continued. |

A B C D

R

U

L If the records are

E or pertain to consisting of which are then
surveillance listings 1100-60)

22 recurring listings destroy on receipt of
and reports not new listings or reports,
covered elsewhere in or after al analytica
thistable and management

purposes are served, or
as required in AFMAN
23-110, whichever is
later. AUTH: N1-
AFU-90-3

23 obsolete object deck | object cards replaced by a later change | at each base operating | process under AFMAN

file or deleted from the system under the dandard | 23-110, val II, Part
base levad  supply | Four, chap 13
system (Sperry 1100- | (Authority: table 37-14,
60) rule 4). AUTH: N1-
AFU-90-3
24 program bank | those tapes returned to AFDSDO-
change tapes SCCR-2 on completion of processing
24.01 | supply file dump | those tapes erased and reused by the
tapes base per AFMAN 23-110
24.02 | ADPM work | forms used to request nonrecurring or destroy when no longer
requests asrequired computer products needed. AUTH: N1-
AFU-90-3
24.03 | program release | assembly and sgueeze release sheets destroy release sheets
shest files and related documentation used to when applicable
control the application of computer program is removed
programsin the SBSS operation from the obsol ete object
deck files. AUTH: N1-
AFU-90-3

25 standard  operating | forms maintained on an annual basis destroy after 1 year.
supply system AUTH: N1-AFU-90-3
trouble reports

26 account files individual files of  personnd destroy 1 year after

authorized to receipt for property, superseded or obsolete.
supplies and spares containing current AUTH: N1-AFU-90-3
and noncurrent specimen signatures,

name, grade and organization of

account custodians, and waivers

granted for use of stamps when

numerous repetitive signatures are

required

27 local purchase- | cards and related data which provide a | held by supply | destroy individual cards
item/procurement complete description, procurement | representatives  who | when obsol ete,
history file history, previous prices paid, and | act as liaison between | superseded or inactive,

available sources for local purchase | base  supply and | as determined locally.
items, prepared by procurement | procurement on al | AUTH: N1-AFU-90-3
personnel supply matters

involving procurement

28 nucl ear weapons | supply records or materiel courier destroy 7 months after
stock record | receipts filed as required by AFMAN audit of the account.
accounts 23-110, val |, Part One, chap 18 AUTH: N1-AFU-90-3

29 weapons and | punch cards prepared on each weapon add to history file when
COMSEC and each item of COMSEC equipment weapon/COMSEC




AFMAN 37-139 1 March 1996

127

TABLE 23-4 |
Continued. |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
equipment  control | requiring serialized control  and equipment is no longer
files reporting which are active and onitemrecord. AUTH:
represent all weapons controlled item N1-AFU-90-3
code N item and COMSEC control
cards for each NSN with MMC of CA
item record and detail balances
30 held for history and research purposes destroy after 2 years.
AUTH: N1-AFU-90-3
31 reconciliation reports, serial number destroy when
listings, and comparable management superseded, obsolete or
products prepared from weapon and no longer needed.
COM SEC equipment control cards AUTH: N1-AFU-90-3
32 base materiel/supply | stock fund inventory management | at bases operating | destroy 2 years after
automated  system | report and stock fund dratification | under the standard | close of fiscal year or
(Sperry 1100-60) program base level  supply | when no longer needed,
system (Sperry 1100- | whichever is later.
60) AUTH: N1-AFU-90-3
33 conversions audit list | accountable record pertaining to | at Standard Base | destroy after 1 year.
(R22) satellite rehomings, conversion from | Supply Systems | AUTH: N1-AFU-90-3
any other supply system to Standard | activities

Base Supply System  (SBSS)
establishment of new supply account,
conversion of computer systems

NOTE: AFOs will advise if there are outstanding discrepancies within the specified retention period. In absence of such
advice, destroy the records at the end of the retention period.
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TABLE 235 |
TABLE OF ALLOWANCE/AUTHORIZATION RECORDS |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
1 table of allowance | records accumulated by the air [ on weapon systems | destroy 2 years after the
(T/A) records logistics centers (ALCs) offices of | (aircraft, missiles, etc.) | syssem for which the
record in establishing, changing and T/A was established is
maintaining tables of alowance data no longer in the AF
(i.e., SERDs, correspondence, etc.) inventory or 8 years
after the publication
date, whichever s
sooner.  AUTH: NI1-
AFU-90-3
2 on  nonweapon-type | destroy 2 years after the
systems T/A has been cancelled
oo 6 years after
publication date,
whichever is sooner.
AUTH: N1-AFU-90-3
3 records maintained by using activity destroy when
superseded or obsolete
or on receipt of a
revison notice.
AUTH: N1-AFU-90-3
4 allowance/ approved copies which are within | at Equipment | destroy after notifying
authorization change | established allowance and approval | Management Section , | the custodian and all
regquests and | authority iswing level or lower, do not | Base Supply processing actions are
custodian require approval under temporary complete. AUTH: N1-
request/receipt authority, miscellaneous allowance AFU-91-28
source codes specified in section a,
AFIND 10, do not recommend
changes to allowance documents, and
copies used for other than requesting
changesin authorizations
4.01 approved copies for requisitioning seetable 23-11 AUTH:
office furniture N1-AFU-90-3
5 approved copies which are authorized | at other than | hold with supporting
under miscellaneous allowance source | MAJCOM  equipment | records for as long as
codes specified in AFIND 10, section | management office the authorization
A, and do not require approval under remains in effect, or
temporary authority appears on a
Consolidated  Listing
(CL) validated and
signed by the
appropriate  certifying
official, then destroy.
AUTH: N1-AFU-90-3
5.01 at MAJCOM | destroy after 1 vyear.
equipment AUTH: N1-AFU-90-3

management office
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TABLE 235 |

Continued. |

129

A

If the records are
or pertain to

consisting of

which are

then

olmrcxm

validated and signed CL

destroy when obsolete
or when superseded by
anew CL. AUTH: N1-
AFU-90-3

approved  copies  recommending
changes to allowance records

destroy when item
published in the
allowance  document
and changes are
reflected in the
equi pment

authorization inventory
card files. AUTH: N1-
AFU-90-3

copies approved under temporary loan
authority or pertain to rental of
equi pment

destroy upon
termination of
temporary loan (ASC
897)/rental agreement.
AUTH: N1-AFU-90-14

approved copies which list medical
organization requirements approved
by the MAJCOM

hold as support
documentation for the
increased
authorization; annually,
on receipt of approved
copy of the
consolidated listing
(CL) from the
MAJCOM, file the
approved forms that
support  authorization
changes and which are
in the approved CL
with accountable
records of the past FY,
and dispose of
according to table 23-4.
AUTH: N1-AFU-90-3

approved copies which are in an
established alowance and approval
authority is WAB CEMO, WAB
AFMC, or WAB USAF

at other than
MAJCOM  equipment
management office

hold with supporting
records for as long as
the authorization
remains in effect or no
longer requires WAB
CEMO, WAB AFMC,
or WAB USAF
approval in applicable
Table of Allowance, or
appears on a
Consolidated  Listing
(CL) validated and
signed by the
appropriate  certifying
official, then destroy.
AUTH: N1-AFU-90-3
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TABLE 235 |
Continued. |
A B C D

R

U

L If the records are

E or pertain to consisting of which are then

9.01 validated and signed CL destroy when obsolete

or when superseded by
anew CL. AUTH: N1-
AFU-90-3
10 at MAJCOM | destroy after 1 vyear.
equipment AUTH: N1-AFU-90-3
management office

11 disapproved copies at Equipment | destroy after notifying

Management Section, | the custodian and all

Base Supply processing actions are
complete. AUTH: N1-
AFU-91-28

12 copies used for suspense actions when destroy when  al
request requires approval above wing actions are complete.
level. AUTH: N1-AFU-90-3

13 (RESERVED) (RESERVED)

14 control registers used to assign destroy after 1 vyear
numbers to control records during provided no
processing irregularities exist (see

table 65-3). AUTH:
N1-AFU-90-3
15 Custodian CA/CRL's and approved Custodian | at equipment | destroy when obsolete
Authorization/Custo | Designation Letters management section or superseded. AUTH:
dian Recept List N1-AFU-90-3
(CA/CRL)/approved
Custodian
Designation Letter
TABLE 23-6 |
DEPOT ACCOUNTABLE SUPPLY RECORDS (see note) |
A B C D

R

U

L If the records are

E or pertain to consisting of which are then

1 stock record account | cards, listings, directories, messages, destroy 6 months after

control records correspondence assignment  notices master file has been
used to establish, identify, change and updated. AUTH: N1-
assign a gpecific account control AFU-90-3
number to a specific activity
2 correspondence and messages used for destroy after 1 year (see

issuing termination notices

table 65-3).
N1-AFU-90-3

AUTH:
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TABLE 23-6 |
Continued. (see note) |
A B C D

R

U

L If the records are

E or pertain to consisting of which are then

3 air logistics center | base stock status reports at supply depots destroy after 3 months.

(ALC) supply status AUTH: N1-AFU-90-3
reporting

4 allowance/authorizat | approved copies which are within | at Equipment | destroy after notifying

ion change requests | established allowance and approval | Management Section, | the custodian and all
and custodian | authority iswing level or lower, do not | Base Supply processing actions are
request/receipt require approval under temporary complete. AUTH: N1-

authority, miscellaneous allowance AFU-91-28

source codes specified in section a,

AFIND 10, do not recommend

changes to allowance documents, and

copies used for other than requesting

changesin authorizations

5 at all other supporting | destroy 1 year after

activities completion of
provisioning  support.
AUTH: N1-AFU-90-3
6 provisioning lists production lists, preliminary group | held by system/end | destroy upon receipt of
assembly  parts listss  (PGAPL), | article/recoverable contract completion
provisioning parts breakdown (PPB), | item managers at | notice. AUTH:
recoverable item breakdown (RIB), | ALCs GRS3,ITEM3C
and comparable records for future
procurement use on follow-on
contracts

7 at all other supporting | destroy 1 year after

activities completion of
provisioning  support.
AUTH: N1-AFU-90-3
8 records of | comments relative to the availability of | at HQ AFMC destroy 4 vyears after
provisioning data (such as drawings and date of provisioning
meetings specifications, programming data on meeting or when no
which provisioning action was based, longer needed,
al matters of importance or whichever is later.
agreements made during the meetings AUTH: N1-AFU-90-3

and concurrences or comments of

recipient commands as to the adeguacy

of the provisioning team action)

9 at SSM/EAIM ALC | destroy on receipt of
and other supporting | contract completion
activities statement. AUTH: N1-

AFU-90-3

10 information copies destroy when no longer
needed. AUTH: N1-
AFU-90-3

NOTE: The term "depot” as used herein refersto all supply establishments maintained for the storage and issue of supplies
for domestic or overseas supply, such as distribution, key, port stock, filler, and reserve depots, and comparable
establishments in overseas commands.




132

AFMAN 37-139 1 March 1996

TABLE 23-7 |
USAF ACADEMY SUPPLY MANAGEMENT RECORDS |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
1 Academic Textbook | forms for listing textbook | a¢ Cadet Book Store | destroy after 1 year, or
Requirement requirements and academic | when no longer needed,
departments whichever is sooner.
AUTH: NC1-461-82-7
2 Textbook stock control records at Cadet Store destroy when
Information Cards superseded or obsolete.
AUTH: NC1-461-82-7
3 USAF Academy | forms for ordering needed Academy | at Director of | destroy 6 months after
Liaison Officer | literature and support supplies Admissions date of final
Supply Request transaction. AUTH:
NC1-461-82-7
4 Personal Property | forms for recording personal property | maintained by | destroy 2 months after
Inventory/Recei pt stored for cadets during Basic Cadet | Squadron Logistics | termination  of  the
and High Value | Training and high value property | Officers storage period or 2
Property Inventory stored during break periods; also for months  after  cadet
inventorying the personal effect of departs. AUTH: NC1-
departing cadets 461-82-7
5 Cadet Uniform correspondence, specifications, quality | at  Cadet  Uniform | destroy when no longer
assurance  reports, and  other | Quality Control | needed. AUTH: NC1-
documents required to keep a history | Division 461-82-7
of each uniform item
TABLE 23-8 |
INVENTORY CONTROL RECORDS |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
1 exception, error and | annotations of action taken from destroy 1 year after
control ADPE | preinventory location survey and all final action. AUTH:
listings types of surveys N1-AFU-90-3
2 manual cards and destroy when no longer
records, needed. AUTH: N1-
notifications, and AFU-90-3
information listings
3 research records not used to support inventory destroy after 1 year.
adjustments AUTH: N1-AFU-90-3
4 Special Inventory | used for inventory adjustment destroy after 2 years
Requests and Related AUTH: N1-AFU-90-3
Records
5 Special Inventory | not used for inventory adjustment destroy after 1 vyear
Requests and Related AUTH: N1-AFU-90-3

Records




AFMAN 37-139 1 March 1996

133

TABLE 23-8 |
Continued. |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
6 inventory adjustment | standard base  supply  systems destroy after 2 years or
or accountable | inventory adjustment listings used to when no longer needed,
adjustment records adjust item/detail records balances; whichever is sooner
processed per AFMAN 23-110, val 11, (See Note). AUTH:
Part Two, chap 12 N1-AFU-90-3
7 inventory count card, | punch cards or warehouse location destroy when no longer
DOD physical | validations prepared and accomplished needed, or after
inventory  records, | aspart of cyclic/specia inventory cyclic/specia
base warehouse inventory, whichever is
locator/inventory sooner.  AUTH: NI1-
count card AFU-90-3
8 manual forms and cards associated destroy 1 year after

with supply inventory other than
standard base supply system

count date. AUTH:

N1-AFU-90-3

NOTE: Recordson certain items, listed in AFMAN 23-110, are retained as required by other governing directives.

TABLE 23-9 |
STOCK CONTROL AND DISTRIBUTION RECORDS (see note) |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
1 source records credit/debit records, material | pertinent to | destroy after 2 years.
inspection, reports of discrepancies | accountable-type AUTH: N1-AFU-90-3
(RODs) and receiving reports, DOD | transactions and
singleline item release/receipt records, | containing valid
and records bearing evidence | record numbers, but
(signature, dates, stamps, etc.) of | are not mechanically
actual movement of materiel or partial | received for direct
issue of denia input to the computer
2 key punched, written, telephoned, or | data processed and are | destroy on completion

teletyped
records

requisitions, and related

reflected
transaction registers

on

of computer processing
and machine audit.
AUTH: N1-AFU-90-3

3 transaction registers

daily transaction registers pertaining
to cost category | and manager review
items

weekly transaction registers pertaining
to cost category |, 11, and 111 items

monthly transaction registers

generated by ADPE
systems and
accumulated by IMs,
SSMs, and base
support activities

destroy after 6 months.
AUTH: N1-AFU-90-3

destroy after 2 years.
AUTH: N1-AFU-90-3
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TABLE 23-9 |
Continued. (seenote) |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
6 monthly completed | data received, date of action,
requisition listings transportation data, costs, and related
correspondence, maintained in record
number sequence; used for research
and analytical studies by IMs, SSMs,
and base support activities
7 completed debit and | listings of record numbers, action, | weekly mergelistings | destroy on receipt of
inventory adjustment | quantity, site, condition, consignor, monthly merge listings.
merged listings and related records AUTH: N1-AFU-90-3
8 monthly mergelistings | destroy after 2 years.
AUTH: N1-AFU-90-3
9 ADPE output | operational  printouts for  error | daily, monthly, and | destroy on assurance of
printouts detection,  verification,  suspense | quarterly listings and | computer — processing.
action, negative balances, and other | reports for review | AUTH: N1-AFU-90-3
nonaccountabl e-type actions analysis and corrective
action
10 management printouts of monthly destroy after 1 year.
availability listings, master analysis AUTH: N1-AFU-90-3
reports, controlled exception analysis
reports, stock control and distribution
analysis reports, zero balance
notifications, and other management-
type data
11 AFMC ligtings (cards and reports) for | monthly listings
local tenant (off and on base) support
pertaining to completed redistribution
orders, requisition management of
central and base procurement items,
transaction occurrence reports,
application of asset reports,
requirement and inventory statements,
and related records
12 quarterly listings destroy after 2 years.
AUTH: N1-AFU-90-3
13 PCAM cards and | cards generated by activities | destroy 1 year after
listings usng the PCAM | preparation of listings.
system, and cover the | AUTH: N1-AFU-90-3
information in rules 9
through 12
14 listings and related records destroy after 2 years.
AUTH: N1-AFU-90-3
15 stock balance and | cost category | and Il reports, general | monthly reports at | destroy — after  next
consumption records | purpose summary cards, magnetic | ALCs and AF | reporting cycle.

tapes, listings, SSM control system
files, transmittal sheets, master control
records, erroneoudly reported item list,
asset data, requirements data history
files, and comparable special reports
prepared and submitted by SSMs, IMs,
and base support activities of AMAs to
collect  worldwide AF  usage
(consumption) and asset (inventory)

reporting activities

AUTH: N1-AFU-90-3
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TABLE 23-9 |
Continued. (seenote) |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
data on which future requirement
programs may be based and
centralized control maintained over
AF centrally procured items
16 quarterly reports sent | destroy retained copies
to resident auditor | when no longer needed.
after submission of | AUTH: N1-AFU-90-3
following quarterly
report
17 IM/ALC consolidated | destroy  requirements
reports data history file after 1
year. AUTH: N1-AFU-
90-3
18 other than rule 17 destroy after 3 years.
AUTH: N1-AFU-90-3
19 supply effectiveness | command request analysis, initial | aa MAJCOMs destroy after 5 years.
reports request actions, processing time, AUTH: N1-AFU-90-3
adjustment actions, line item requests,
receiving records, pipeline time, depot
summaries, item status, and other
management reports, sequenced as
required for review, anaysis, and
corrective action
20 at other than | destroy after 1 year.
MAJCOMs AUTH: N1-AFU-90-3
21 supply support | cards or other records used for local | war readiness materiel | destroy when the WRM
control records control and suspense (WRM) gpares and | requirement is deleted
Spare parts | for a specific
requirement card file organization or
replaced by a new
(change) card. AUTH:
N1-AFU-90-3
22 floating spares | destroy when  depot
requirement and | maintenance
justification file requirements no longer
exist for the item.
AUTH: N1-AFU-90-3
23 marine engine history | destroy 3 months after
file item is dropped from
base support inventory.
AUTH: N1-AFU-90-3
24 government-owned destroy 1 year after
cylinder records accountability for the
stock numbered item
has been terminated.
AUTH: N1-AFU-90-3
25 returnable  container | destroy 6 months after
records containers have been

returned to vendor and
activity has  been
relieved of property
responsibility. AUTH:
N1-AFU-90-3
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TABLE 23-9 |
Continued. (seenote) |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
26 Principal and | inventory report of principa and destroy after 3 years, or
Secondary item | secondary materiel items, including when no longer needed,
report stock funds whichever is sooner.
AUTH: N1-AFU-90-3

NOTE: The term "depot” as used herein refersto all supply establishments maintained for the storage and issue of supplies
for domestic or overseas supply, such as distribution, key, port stock, filler and reserve depots, and comparable
establishments in overseas commands.

TABLE 23-10 |
SUPPLY CONTROL RECORDS |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
1 control and suspense | requisitions, shipping orders, purchase destroy on completion
files requests, shipping records, status of requisition. AUTH:
records used for information and N1-AFU-90-3
control purposes, do not affect the
accountable balance, and are not filed
with the stock accounts
2 supply reporting | cards, listings, change notices, supply destroy  after  next
records status reports, and related data for reporting cycle.
reference and informational purposes; AUTH: N1-AFU-90-3
are not subject to audit, and are not
covered elsewhere
3 supply reference | specifications, supply catalogs, | at installations destroy when
records publications card indexes, code superseded or obsolete.

indexes, equipment lists, and related
reference aids

AUTH: N1-AFU-90-3

4 output products

listings, cards mechanically produced,
and are not covered elsewhere

destroy when
superseded or no longer
needed. AUTH: N1-
AFU-90-3

5 data Services
operational records

library tapes, service tapes, work tapes,
program flow charts, punched cards,
and write-up instructions

destroy when
superseded, obsolete or
no longer needed.

AUTH: N1-AFU-90-3
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TABLE 23-11 |
EQUIPMENT MANAGEMENT SYSTEM |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
1 organizational minutes of equipment review panels, | & MAJCOMs and | destroy after 10 years
records equi pment utilization surveys, | major subordinate | (EXCEPTION: destroy
comparative analyses, review and | commands analysis source material
evaluation studies, allowance and physical inventory
document reviews, and related records reports when no longer
needed). AUTH: N1-
AFU-90-3
2 at bases destroy after 2 years.
AUTH: N1-AFU-90-3
3 reporting mechanized cards, tapes and/or destroy 1 month after
organizational  file | listings which reflect equipment superseded. AUTH:
(ROF) reporting status of each AF N1-AFU-90-3
organization and wartime additive
mission that requires equipment
support
4 USAF master ROF destroy 1 year after
superseded. AUTH:
N1-AFU-90-3
5 (RESERVED) (RESERVED)
6
7 base equipment | monthly file report, including listings | at BEMO destroy BEMO listings
master file (BEMF) | which are edited and corrected before after 1 year. AUTH:
submission to CEMO by BEMO N1-AFU-90-3
8 monthly file report, which includes destroy cards after
cards and/or tapes which are edited corrective actions have
and corrected before submission to been annotated on the
CEMO by BEMO monthly listing.
AUTH: N1-AFU-90-3
9 created under the standard base level destroy after 1 year.
supply system (UNIVAC 1050-11) and AUTH: N1-AFU-90-3
used for management and audit
purposes
10 records described in rules 7 and 8, destroy al property
zero balance registers and records on inactivation
authorization records used to clear the of an activity or when
property account when an activity is directed by the
inactivated commander.  AUTH:
N1-AFU-90-3
11 authorization  records used for destroy 2 vyears after

verification that the property account
has been cleared

inactivation of activity
or 2 years after the
reports have  been
destroyed. AUTH: N1-
AFU-90-3
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Continued.
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12

audit trail records

document control registers, suspense
document files, completed document
files;, and applicable adjustment
records removed from the BEMO for
updating and showing the audit trail
stamp

destroy 1 year after
completion of action.
AUTH: N1-AFU-90-3

13 MEMO files see table 41-4. AUTH:
N1-AFU-90-3
14 (RESERVED) (RESERVED)
15
16
17
18 register equipment | vehicle authorization lists used to destroy 1 year after
management disseminate the specific authorization completion of last
(REMYS) records for a given unit or function report.  AUTH: N1-
AFU-90-3
19 (RESERVED) (RESERVED)
20
21 register equipment | vehicle allocation and distribution destroy 1 year after
management records used to distribute vehicles distribution of the
(REMYS) records against valid shortages and are vehicles. AUTH: N1-
summarized (kind and quantity) AFU-90-3
22 worldwide master contral file at thelM destroy after 10 years.
AUTH: N1-AFU-90-3
23 non-REMS custody receipt listings and related destroy when
serialized inventory | data used to control serialized superseded. AUTH:
equipment records equi pment N1-AFU-90-3
24 changesto the basic file destroy when action is
compl eted. AUTH:
N1-AFU-90-3
25 equipment listings of all base equipment master destroy 1 year after
management balance | card files indicating out-of-balance superseded. AUTH:
register (EMBR) conditions between custody receipts N1-AFU-90-3
and reportable records
26 (RESERVED) (RESERVED)
27 warranty or guaranty | forms, correspondence, and related destroy after expiration
records records which specify the period of of the
time a warranty or guaranty item may warranty/guaranty
receive free parts replacement and/or period. AUTH: N1-
maintenance service AFU-90-3
28 (RESERVED) (RESERVED)
29
30
31 equipment machine-punched  cards, listings, destroy 1 year after
management reports, | supply  support reports, and action is completed or 1
redistribution orders | comparable-type reports relating to year after equipment
(RDOs), transfers | equipment  surveillance,  control, has been returned to
and loans identification, changes, accounting, original base. AUTH:
redistribution, monetary obligations, N1-AFU-90-3
vehicles authorizations lists, etc.
32 personal clothing | personal clothing and equipment | a8 EMO/BEMO and | destroy when balances

and equi pment

record and comparable forms used for

balances

are

are transferred to a new
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TABLE 23-11 |
Continued. |

12 audit trail records document control registers, suspense destroy 1 year after

document files, completed document
files;, and applicable adjustment
records removed from the BEMO for
updating and showing the audit trail

completion of action.
AUTH: N1-AFU-90-3

stamp
record, and | issue of personal clothing and | transferred to a new | form. AUTH: NI1-
comparable forms equi pment form AFU-90-3
33 signed certificate destroy when a joint
satisfactory  inventory
and signed certificate is
accomplished between
the individual and the
servicing EMO/BEMO.
AUTH: N1-AFU-90-3
34 originals aa EMO/BEMO and | sent to MPF In & Out
individual is| Processing Unit for
reassigned permanent | disposition per AFI 36-
change of station 2608 (see table 36-12,
rue 1 and 1.1).
AUTH: N1-AFU-90-3
35 retained copies the losing EMO/BEMO
destroys 6 months after
the original has been
forwarded (rule 34).
AUTH: N1-AFU-90-3
36 signed copy a EMO/BEMO and | send to MPF
individual is | Reenlistment &
discharged, released | Separation Unit for
from active duty, or | disposition per AFl 36-
personal retention | 2608 (see table 36-12,
requirement is| rule 1). AUTH: NI1-
terminated AFU-90-3
37 originals retained by individual | destroy 6 months after
equipment  function | turn in of al
after eventsin rule 36 | equipment. AUTH:
N1-AFU-90-3
38 equipment record for emergency destroy when items are
deployment pertinent to cost category returned to the
Il items custodian. AUTH: N1-
AFU-90-3
39 registers  of expendable  and | at individual | destroy 90 days after
nonexpendable, nonreturnable items equipment function date of last entry.
AUTH: N1-AFU-90-3
40 equipment custodian | Custodian Authorization/Custody | custodian copies destroy superseded
file Receipt Listing (CA/CRL); weapons material once updated
serial number listing; copies of CA/CRL and/or
approved custodian requests for weapons serial number

equipment, receipts and other records
which affect the CA/CRL balance and
daily document register (DO4)

listings have been
received, examined and
all outstanding actions
have been verified as
complete.  AUTH: N1-
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TABLE 23-11 |
Continued. |
12 audit trail records document control registers, suspense destroy 1 year after
document files, completed document completion of action.
files;, and applicable adjustment AUTH: N1-AFU-90-3
records removed from the BEMO for
updating and showing the audit trail
stamp
AFU-90-30
41 custodian request log; information file destroy when  al
on office machines;, temporary issue outstanding actions are
receipts, requests for purchase complete and records
warranty/guarantee records, are no longer needed.
adjustment records; records pertaining AUTH: N1-AFU-90-30
to inventory actions, that s
government property lost or damaged
(GPLD), and reports of survey, etc.;
records relating to the request to base
supply  activities  for  training
equipment, notification of action taken
on request, and return of equipment to
base supply activities including
issuefturn-in dips  and  related
correspondence; approved copies of
request for office furniture which
require approval by the unit
commander
42 suspense  copies of  custodian hold with supporting
requests/rece pts record until all actionis
complete, then fileit in
the completed file
AUTH: N1-AFU-90-3
43 (RESERVED) (RESERVED)
44
45
46
TABLE 23-12 |
MATERIEL UTILIZATION PROGRAM RECORDS |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
1 requirement and | summary products at the materiel | destroy after 2 years.
asset data registered utilization control | AUTH: N1-AFU-90-3
in the DO67 system office (MUCO)
2 DO67 system master record in destroy after 1 year.
National Stock Number sequence AUTH: N1-AFU-90-3
3 excess item data high dollar excessitems destroy after 6 months.
AUTH: N1-AFU-90-3
4 excess summary products destroy after 2 years.

excess action list

AUTH: N1-AFU-90-3
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TABLE 23-12 |
Continued. |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
6 status of excess
7 excess review listings destroy after 1 year.
AUTH: N1-AFU-90-3
8 excess record deletion listing destroy after purpose
served.  AUTH: N1-
AFU-90-3
9 documentation in rules 7 and 8 aa the AF item | destroy after 6 months.
manager's office AUTH: N1-AFU-90-3
10 interrogations destroy after 1 year.
AUTH: N1-AFU-90-3
11 excesses available in | referrals destroy after 6 months.
Defense Property AUTH: N1-AFU-90-3
Disposal activities
12 at the MUCO destroy after 2 years.
AUTH: N1-AFU-90-3
13 materiel  utilization | all
reports
14 excess item | DO50 system monthly summary of destroy after 1 year.
transaction data excessitem transfers AUTH: N1-AFU-90-3
15 Reclamation products from DO67 and other | a the MUCO, system | destroy after 2 years.
Program syssems interface to  facilitate | manager/inventory AUTH: N1-AFU-90-3
reclamation processes, reports of | manager office
reclamation schedules, status,
condemned/not found data, and
completed save lists
16 excess contractor | inventory  schedules,  transmitting
inventory correspondence and correspondence
(production contracts | applicable  to  individual  plant
only) clearance cases containing excess
production  contractor  inventory
property
17 component item | product from DO49/DO67 interface to destroy after 1 year.
screening facilitate component item screening AUTH: N1-AFU-90-3
18 DO49/DO67  reject | government furnished materiel items | at the MUCO
listing that failed screening criteria or no
match on DO49 system
19 D0O49/D0O67 buy | component items that meet the criteria | at the MUCO, system
item component | for offering as government furnished | manager/inventory
availability listing materiel manager office
20 government AFMC forms on initial GFAE support | at the MUCO destroy after 2 years.
furnished aerospace | request, GFAE spares, spare parts and AUTH: N1-AFU-90-3
equipment (GFAE) | equipment requirements
project folders
21 government data by end item including list of
furnished materiel | components to be supplied as GFM
(GFM) project

folders
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TABLE 23-12 |
Continued. |

A B C D

R

U

L If the records are

E or pertain to consisting of which are then

22 GFAE reject reports | monthly report of items being rejected destroy after 1 year.

by contractors AUTH: N1-AFU-90-3

23 DO34 products list of itemsin the MUCO account and

used for inventory adjustment
24 government-owned copies of contracts, amendments, and | at the MUCO, destroy after 2 years.
special storage agreements inventory AUTH: N1-AFU-90-3
tooling/special test manager/system
equipment (ST/STE)
and special tooling
test equipment
management system
(STTEMS) (CO17)

25 inventory listings destroy when
superseded or entered
into CO17. AUTH:
N1-AFU-90-3

26 screening reviews listing destroy 1 year after
completion of review.
AUTH: N1-AFU-90-3

27 keypunch source records and destroy when validated

exceptions by receipt of a
transaction list.
AUTH: N1-AFU-90-3

28 transaction lists destroy 3 months after
date of processing.
AUTH: N1-AFU-90-3

29 ST/STE shipping list other than destroy when ST/STE

disposal isreturned to storage
site. AUTH: N1-AFU-
90-3

30 ST/STE shipping list for disposal destroy when ST/STE
record is deleted from
system. AUTH: N1-
AFU-90-3

31 ST/STE transaction registers destroy after 2 years.
AUTH: N1-AFU-90-3

32 interrogation replies destroy when
superseded or no longer
needed, whichever is
sooner. AUTH: N1-
AFU-90-3

33 validated file establish printouts destroy after 2 years.
AUTH: N1-AFU-90-3
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TABLE 23-13 |
STRATEGIC AND CRITICAL MATERIALSRECORDS |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
1 Seizure records requisitions by Administrator of destroy after 12 years.
Export Control, requisitions by Office AUTH: N1-AFU-90-3
of Export Control, and correspondence
on the seizure and shipment of
materials related to requisitions issued
by the government ordering seizure of
certain materials as necessary to the
government, and directing shipment of
the material to specified destinations
2 strategic and critical | voucher files (incoming tallies and destroy 2 vyears after
materials  program | manual stock record cards), shipping final out-shipment of
records instructions, receiving reports, reports materials, provided
of materials on hand, inventory GSA is furnished a list
reports, and related correspondence of the records to be
incident to storage, security, and destroyed 90 days
maintenance of strategic and critical before destruction date
materials on military reservations so that GSA can verify
pursuant to Public Law 520, 79th the adequacy of their
Congress records. If no objection
to disposal of records is
indicated within the 90-
day period, destroy the
records. AUTH: N1-
AFU-90-3
TABLE 23-14 |
SPECIAL PROGRAM/PROJECT RECORDS |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
1 requisitioning requisitions, shipping orders, and | a& MAJCOMs in | destroy after 2 years.
related correspondence from ANG, | connection with | AUTH: N1-AFU-90-3
State  Guard, and  AFROTC | approving and
organizations transmitting  supply
requisitions to supply
activities
2 supply directive and | directive memoranda, shipping tickets, | at HQ AFMC/LM destroy 90 days after

special
records

project

item listings, backorder files (item
card), case and item files, tabulated
listings, cards, and related
correspondence pertinent to integrated
movement of AF supplies and
equipment  to  support  specia
programs/projects

deadline date. AUTH:
N1-AFU-90-3
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TABLE 23-14 |
Continued. |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
3 a other than HQ | destroy 6 months after
AFMC/LM cancellation notice has
been issued by the
monitoring activity.
AUTH: N1-AFU-90-3
4 logistics orders | register of LOs numbers at HQ 1035th | destroy 3 years after
(LOs) Technical Operations | closeout. AUTH: NI1-
Group AFU-90-3
5 numbered LOs, listings of equipment
and supplies, LO amendments, and
related correspondence originated and
used to direct and control shipments of
organizational resources to specified
locations
5.01 at destroy 1 year after
squadron/detachments | closeout. AUTH: NI1-
AFU-90-3
6 monthly LOs status reports at activities in rules 4
and 5.1 above
TABLE 23-15 |
ENGINEERING DATA DISTRIBUTION AND CONTROL RECORDS |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
1 record copies of | microfilm copies of foom 2 and 3 | at USAF engineering | destroy after related
official engineering | specifications, standards, exhibits, | datarepositories system, subsystem or
records pertaining to | partslists, indexes, related information equipment is removed
missile, aeronautical, | and form 1, 2, 3, dimensioned from active AF
nonaeronauitical engineering drawings inventory, or 12 years
systems, subsystems after the last related
or equipment system, subsystem or
equipment is purchased
(delivered and accepted
by the AF), whichever
is later (See Note 1).
AUTH: N1-AFU-90-3
2 copies of form 1, 2, 3 undimensioned destroy upon
engineering drawings on stable base inactivation of the

material

drawing (See Note 1).
AUTH: N1-AFU-90-3
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TABLE 23-15
Continued.
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
3 originals of official | form 2 and 3 specifications, standards, | at AF design activities | destroy 35 workdays
engineering records | exhibits, parts listss and form 1 | on which approved | after date of weekly
(except category Il | dimensioned engineering drawings changes are recorded activity report
modifications) announcing the
drawing as inactive,
provided a microfilm
copy is on file at
AFALD/PTD (See Note
1). AUTH: N1-AFU-
90-3
4 foom 1 undimensioned engineering destroy after related
drawings (See Note 2) system, subsystem or
equipment is removed
from active AF
inventory, or 12 years
after the last related
system, subsystem or
equipment is purchased
(delivered and accepted
by the AF), whichever
is later (See Note 1).
AUTH: N1-AFU-90-3
5 information copies of at base EDSCs and in | destroy when
engineering referencefiles superseded, obsolete,
drawings inactive, or when no
longer needed,
whichever is sooner
(See Note 1). AUTH:
N1-AFU-90-3
6 preliminary and | drawings prepared by AF or contractor see table 61-2. AUTH:
experimental N1-AFU-90-3
engineering
drawings
7 category [l | missile, aeronautical  engineering see table 20-2. AUTH:
modification drawings, specifications prepared by N1-AFU-90-3
drawings AFMC activities
8 engineering data | AF Forms 1147 and 1149 and related destroy when obsolete,
authorization to | forms superseded, or no
receive, requisition longer needed. AUTH:
and invoice/shipping N1-AFU-90-3
document, and
request for data
forms

NOTE(S):

1. Destroy al paper prints and microfilm reproductions in both reel and card form in any manner that will render the
documentation useless (see AFI 37-138, chapter 3). (EXCEPTION: AFMC will transfer the microfilm record copy of
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inactive or obsolete engineering data on aircraft to the Air Force Museum after retention periods specified above have
expired. The Air Force Museum will not release or disclose any data outside the government for which the ownership has
been transferred to that organization, and is responsible for any reproduction of the data. The Air Force Museum will insure
protection of any proprietary data in accordance with AFl 37-131 and will so inform any other government agency that is
provided data by the Air Force Museum of the government agency's responsibility to protect such data.)

2. The AF record copy of undimensioned drawings will be retained in their original format and not reduced to microfilm or
other miniaturization procedures.

TABLE 23-16 |
AIRCRAFT/MISSILE STATISTICAL AND HISTORICAL RECORDS |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
1 aircraft statistics cards, listings, reports, gain and loss at HQ AFMC and destroy when no longer

data, serial numbers, inventory

other AFMC activities

needed. AUTH: N1-
AFU-90-3

at HQ USAF

destroy when no longer
needed or after 4 years,
whichever islater.
AUTH: N1-AFU-90-3

subsidiary reports

destroy when no longer
needed or after 6
months, whichever is
sooner. AUTH: N1-
AFU-90-3

individual master
arcraft/missile/dron
e historical cards

cards used to account for all
aircraft/missiles/drones, and which
reflect all changeswhilein the AF
inventory

a HQ AFMC

retire as permanent
(See Note). AUTH:
NC1-AFU-80-8

NOTE: Transfer to the National Archivesin 5-year blocks when most recent document is 25 years old.

TABLE 23-17 |
STORAGE AND WAREHOUSING RECORDS |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
1 storage facilities and | leases or rental agreements for storage destroy in accordance
services contract facilities, and supplemental with table 64-1.

agreements thereto; storage building
plans and plots; contracts for
commercial storage services (such as
garage, parking and storage space for
administrative vehicles, commercial
cold storage, storage other than
railroad yards, commercial warehouse
closed storage service, and railroad
ground storage yards); change orders,
supplemental agreements, and delivery
orders for storage services, hills for
services, payment vouchers, and
related records

AUTH: N1-AFU-90-3
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TABLE 23-17 |
Continued. |
A B C D

R

U

L If the records are

E or pertain to consisting of which are then

2 warehouse planning | diagrams for warehouse, shed, open destroy when
and layout storage space or comparable records superseded or obsolete.

AUTH: N1-AFU-90-3
3 locator records space control sheets, location sheets,
location cards, bin tags, and other
records which are a part of the
location system for supplies and
equipment, or used as a check of
inventory of stock location

4 warehouse receiving | copies of shipping documents, car destroy 3 months after
arrival reports, tallies, or other receipt of shipment.
comparable records used for car AUTH: N1-AFU-90-3
spotting, assigning labor and
equipment, unloading of supplies, or
other purposes connected with the
receipt of supplies at depot warehouses

5 warehouse shipping | copies of records used for picking, at depot warehouses destroy 3 months after
packing and loading stock for shipment. AUTH: N1-
shipment (such as shipping AFU-90-3
documents, tallies, reports of outbound
freight cars, work assignment sheets,
stock or packing tags)

6 labor and equipment | work assignment sheets, working destroy after 6 months.
for warehousing reports of the operation of materials- AUTH: N1-AFU-90-3
activities handling equipment; daily work

reports showing such information as
date, shift, cars or trucks loaded or
unloaded

7 storage control voucher assignment registers, shipping destroy after 3 years.
registers control registers, tally number AUTH: N1-AFU-90-3

registers, and comparable devices

8 storage reporting storage space and occupancy reports at MAJCOMs

9 depot space and operating reports, at subordinate destroy after 1 year.

monthly materiel-handling reports, or | activities AUTH: N1-AFU-90-3
comparable reports relating to overall
storage operation which are made to
higher headquarters
10 special weapons site plans showing type and location of | at bases and destroy when
storage facilities storage and maintenance facilities at intermediate superseded. AUTH:
report AF bases for atomic, radiological and | headquarters N1-AFU-90-3
biol ogical weapons
11 aircraft-installed inventory records of aircraft-installed | at EMOYBEMOs destroy on removal of
equipment storage equipment which the aircraft item from storage.
maintenance officer has determined is AUTH: N1-AFU-90-3
used infrequently
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TABLE 23-18 |
FUELS, PROPELLANTS, AND CHEMICAL RECORDS (NOTES1AND 2) |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
1 Aviation fuel, and | fuels ADPE output including receipt, | at base fuels activities | destroy after 1 year if
fuel ground products | storage, issue, inventory item not being retained as
accounting documents and access supporting records for
control logs. Local purchase other reports, destroy
orderg/receipts reguirements simultaneousy  with
forecasting supported record.
AUTH: N1-AFU-88-15
2 orders placed from contract sources destroy 6 years and 3
and corresponding receipts months after expiration
date of the contract.
AUTH: N1-AFU-88-15
3 operating loss analysis plus supporting destroy after 3 years.
records AUTH: N1-AFU-88-15
4 daily fuels request and servicing logs destroy after 1 vyear
unless being used to
determine/compute
refuel er/manpower
requirements, maintain
for 1 additional year.
AUTH: N1-AFU-88-15
5 quality control spot checks destroy after 6 months.
AUTH: N1-AFU-88-15
6 quality control inspection reports destroy after 1 year.
AUTH: N1-AFU-88-15
7 identapl ates destroy when replaced
or when no longer
needed. AUTH: N1-
AFU-88-15
8 reports and records concerning fuel destroy after 1 year or
storage/handling capability, planned in accordance with
facility/equipment changes, damage local statutes. AUTH:
assessment/repair, fuel support plans, N1-AFU-88-15
plan assessment records
9 energy conservation | computer reports, analysis data at all levels destroy when no longer
needed. AUTH: N1-
AFU-88-15
10 aviation fuel and oil | certificates of tax exemption furnished | at base fuels activities | destroy after 3 years.
sales by contract, charter and civil aircraft | and SA-ALC AUTH: N1-AFU-88-15
operations
11 missile  propellant | propdlant requirements forecasts, | at all levels
and pressurant | reports
forecasts
12 liquid fuels | physical  profile  serial  report, | & requesting and | destroy upon
supervisor records certificate of competency, request for | approving activities recertification or
certification/recertification and ineligibility of
approval individual. AUTH:

N1-AFU-88-15
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TABLE 23-18 |
Continued. (Notes1and 2) |
A B C D
R
U
L If the records are or
E pertain to consisting of which are then
13 cryogenics plants and | plant operating and maintenance | at  all level  of | destroy after 1 year or
tank records records, system status records, | activities as directed by item

cryogenics tank records

manager. AUTH: N1-
AFU-88-15

14 inspection records

records of inspection of permanently
installed base fuel storage systems

15 test records

16

laboratory test reports

at base fuels activities

destroy after 3 years
or longer if required
for state or loca
environmental
requirements. AUTH:
N1-AFU-88-15

destroy after 6 months
(retain when
supporting deviations;
destroy when
deviation is
corrected.) AUTH:
N1-AFU-88-15

at area laboratories

destroy after 1 year.
AUTH: N1-AFU-88-
15

see table 32-15, rule 4.
AUTH: N1-AFU-88-
15

17 construction project | theater airfield capability and | at basefuels activities
proposals construction data
18 local support organization fud tank records, fuel
servicing records, etc.
19 records not covered | tabulations, summaries, etc. at all levels

e sewhere

destroy when
superseded, or upon
removal or
replacement of the

fuel tank. AUTH: N1-
AFU-93-19

NOTE(S):

1. Records in this table include hard copy records and computer disks.
2. All references to year arefiscal year.
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TABLE 23-19 |

PROPUL SION AND GAS TURBINE POWER PLANT RECORDS

AFMAN 37-139 1 March 1996

A

B

If the records are
or pertain to

consisting of

which are

then

M CX

propulsion
centralized
accounting

debit/credit records, master tape,
reports, stock record accounts, DoD
singleline item rel ease/rece pt records,
materiel inspection, and receiving
report

at Oklahoma City Air
Logistics Center (OC-
ALC) for the AFJ2031
accounts, for as long
as the engine is in the
AF inventory

cut off on loss of engine
by exchange, transfer,
donation or sale and
determination of
property accountability;
hod 2 years and
destroy (EXCEPTION:
supporting records
reflecting disposition of
propulsion units
terminate from the
central account are
destroyed 12 years after
the engine has been
dropped from the AF
inventory; the Central
Account  will retain
gan and loss
information  for 12
years after the TM
engine  has  been
terminated from the Air
Force inventory).
AUTH: N1-AFU-90-3

engine status report

held by the engine
manager at the
reporting activity

destroy after 1 year or
when no longer needed,
whichever is sooner.
AUTH: N1-AFU-90-3

at activities reporting
to the base engine
manager

destroy 30 days after
submission of the
succeeding report.
AUTH: N1-AFU-90-3

engine reporting

semiannual aircraft engine
reclamation and rework/repair report

a HQ AFMC

destroy 12 years after
the engines are dropped
from AF inventory.
AUTH: N1-AFU-90-3

at other
AFMC

than HQ

destroy after 1 year or
when no longer needed,
whichever is sooner.
AUTH: N1-AFU-90-3
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TABLE 23-19 |
Continued. |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
6 requirements/inventory analysis report | prepared by Engine | destroy 3 years after
(RIAR) (aircraft/missiles) Inventory ~ Manager | close of the buying
ALC and submitted to | year. AUTH: N1-AFU-
HQ AFMC and HQ | 90-3
USAF  semiannually
on completion  of
reguirements and
overhaul computation
7 interservice engine reports consolidated a HQ | destroy 12 years after
AFMC the engines are dropped
from AF inventory.
AUTH: N1-AFU-90-3
8 at other than HQ | destroy after 2 years or
AFMC when superseded,
whichever is sooner.
AUTH: N1-AFU-90-3
9 (RESERVED) (RESERVED)
10
11 worldwide engine inventory summary | prepared and | destroy 12 years after
report distributed by OC- | the engines are dropped
ALC to HQ USAF, | from AF inventory.
HQ AFMC, and EIM | AUTH: N1-AFU-90-3
monthly to reflect
worldwide inventory
by type, modd and
Series
12 at other than HQ | destroy after 2 years or
USAF and HQ AFMC | when superseded,
whichever is sooner.
AUTH: N1-AFU-90-3
TABLE 23-20 |
PRECIOUSMETALSRECOVERY PROGRAM |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
1 reclamation and use | forms, reports, logs, accountability | at HQ | destroy after 2 years.
of precious metals records and correspondence USAFMAJCOMSma | AUTH: N1-AFU-90-3
or subordinate
commands
2 bel ow major | destroy after 1 year.

subordinate commands

AUTH: N1-AFU-90-3
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TABLE 23-21 |
MATERIEL PROCUREMENT PROGRAM CONTROL RECORDS |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
1 Procurement Three-year program direction of every [ at HQ USAF, HQ | destroy 2 years after the
Authorizations (PA) | line item  within the Other | AFMC and HQ AFIC | last year for which the
for Materiel | Procurement Appropriations allocated funds are available for
Procurement by Congress for that particular fiscal obligation. AUTH: N1-
Program year AFU-87-33
2 directives, program destroy 3 vyears after
status reports, completion of
contractual obligations covered by
maintenance the buying program.
requirement data AUTH: N1-AFU-90-3
3 status reports and at HQ USAF and HQ | destroy after
related data AFMC completion  of the
program, or 90 days
after superseded,
whichever is sooner.
AUTH: N1-AFU-90-3
TABLE 23-22 |
CATALOGING RECORDS
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
1 cataloging data Federal  Supply Catalog item destroy when
identification card/AF Stock Number superseded or obsolete.
File, aphanumeric file, and Federal AUTH: N1-AFU-90-3
Supply Catal og/National Stock
Number file
2 detail card part number file, detail
card National Item Number (NIIN)
file, trailer card NIIN file, and trailer
card National Stock Number file
3 similar or related records
4 cataloging control IBM listings destroy after 1 year.
AUTH: N1-AFU-90-3
5 card files
6 copy of status equipment records
7 government acceptance record of
contractor-prepared item identification
8 similar or related records
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TABLE 23-22 |
Continued. |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
9 item descriptions of | AF item identification and destroy when
electric or eectronic | nomenclature cards prepared by information is
equi pment JCENS in Washington, DC incorporated into
Federal Supply Catalog
items identification

card. AUTH: N1-AFU-
90-3

10 similar or related records destroy when item is
obsolete.  AUTH: N1-
AFU-90-3
11 listings in card or | al items used by the Federa destroy when
book form Government which contain item superseded or obsolete.
identification; National Stock Number AUTH: N1-AFU-90-3
and description data; logistics item
data card; Federal Supply Catalogs,
guides, and codes; and similar or
related records
12 source material Federal  Supply Catalog items
identification card, facsmile cards,
and other cards
13 visible file indexes
14 similar or related records used in the
AF sock list and supply catalog
system which reflect and make
available in book form Federal Supply
Catalog System items used by the AF
15 stock list control data destroy on completion
of punch card operation
and subsequent
verification.  AUTH:
N1-AFU-90-3
16 catal oging manuscript destroy on completion
of necessary file panels.
AUTH: N1-AFU-90-3
17 Cataloging Project | letters of transmittals, minutes of destroy 2 years after all
Files conferences, correspondence actions have been
pertaining to the Federal Supply completed AUTH: N1-
Catalog program, and other related AFU-90-49
records
18 request for AF stock list data or destroy 6 months after
comparable forms all actions have been
compl eted. AUTH:
N1-AFU-90-3
19 cataloging reports at requesting activity destroy after 1 year.
AUTH: N1-AFU-90-3
20 at preparing and/or | destroy 6 months after

intermediate activities

supersession.  AUTH:

N1-AFU-90-3




154

AFMAN 37-139 1 March 1996

TABLE 23-23 |
Continued. |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
1 reports of survey | reports of survey, records used in lieu | at the report of survey | destroy 6 years after
casefiles of, and correspondence pertaining to, | (ROS) Program | final action by the
lost, damaged, or destroyed | Manager's office appointing or
government-owned or leased property; approving  authority.
investigations and reviews of facts and AUTH: N1-AFU-90-3
circumstances involved, assessment of
financial liability and actions on
waivers and appeals thereof; actions
taken on debts resulting from
assessments
2 retained copies of reports of survey, | at preparing activities | destroy 2 years after
records used in lieu thereof, and initiation. AUTH: N1-
related correspondence and supporting AFU-90-3
records
3 retained copies of reports of survey | at supply accountable | destroy 2 years from
used to support supply system stocks | offices the date of adjustment.
inventory adjustment vouchers or AUTH: N1-AFU-90-3
adjustments to in-use accountable
property record items
4 retained copies of reports of survey or | at transportation | destroy per table 24-3.
records used in lieu thereof pertaining | offices and in unit | AUTH: N1-AFU-90-3
to damage to Air Force motor vehicles | vehicle control officer
files
5 retained copies of reports of survey | at financial services | destroy 1 year after
and related correspondence used to | offices (FSOs) assessment  has been
support  assessment  of  financial collected, or financia
liability liability is voided.
AUTH: N1-AFU-90-3
6 reports of survey | form registers and comparable forms destroy 1 year after
registers that provide a complete record of each final action is
report of survey completed on all entries
of aterminated register.
AUTH: N1-AFU-90-3
7 GAO notices notices of exceptions that are issued by destroy 1 year after
GAO against disbursement activities exception has been
of financial services officers charged cleered by GAO.
with appropriated funds AUTH: N1-AFU-90-3
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24. Transportation. These tables cover records relating to all aspects of Air Force transportation.
TABLE 24-1 |
TRANSPORTATION |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
1 Appointment of [ appointment orders, requests for destroy 10 years after
Transportation appointments, qualifications  of termination or
Officersand Agents | potential appointees, termination of revocation of
orders of appointment or revocation, appointment  AUTH:
and related documents GRS9,ltem1b

2 Special
Transportation
Arrangements

Department of Transportation new or
modified special permits, waiver of
Federal, state, municipal or other
authority's regulation for
transportation of explosives or other
dangerous or sensitive materials;, use
of gspecial conveyance for passenger
travel; special handling data; traffic
transfer receipts, interchange
agreements (between AF ingallations
and raill carier's on use of
Government-owned  trackage by
common carriers and operation of
Government-owned equipment over
commercial railroad trackage);
permissible operating distances (letters
establishing a local permissible motor
vehicle operating distance (POD) and
letters requesting to exceed local
POD); motor vehicle movement over
public highways (requests for waiver,
applications for and permits to move
military vehicles over state highways,
permits); and related documents

not limited specifically
to aparticular casefile

destroy 10 years after
completing final action
authorized by the
special arrangement
AUTH: GRS9,Item1b
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TABLE 24-1 |
Continued. |
A B D
R
U
L If the records are
E or pertain to consisting of which are then
3 Contral for | records constituting a system for destroy 10 years after
Movement of Goods | receipt and tally in the transportation completion of shipment
or Personnel system, such as Military Standard AUTH: GRS9,Item1b

Transportation Movement Procedures
(MILSTAMP)  (cargo  manifests,
special handling data, traffic transfer
receipts); cargo manifests, troop
movement (routing, departure, arrival,
organizations, equi pment
requirements, car numbers,
commanders  reports);  movement
orders for troops moving through an
aerial or water port of embarkation (at
port of embarkation); control number
registers; GB/L  registers  (for
household goods and other than
household goods);  transportation
requests and meal tickets, AMC
transportation authorizations, traffic
coordination (applications and
requests for car reservations and
accommaodations, card indexes,
correspondence, reports, and related
records which do not involve issuance
of  procurement records, i.e,
transportation requests, AMC
transportation ~ authorizations, and
requests for carrier service); handling
(transportation  officers books that
record every car handled, and include
information  necessary to check
demurrage bills and agreement
abstracts submitted by carriers in
support of hills); car control and
processing (records reflecting cars en
route, received, placed, loaded,
unloaded and dispatched); carload
routing (forms prepared by
transportation officers authorized to
route domestic carload or truckload
shipments of freight); storage-in-
transit (inbound GB/Ls, transit
reshipping certificates, record of
transit freight bills, tonnage credits);
routing orders (requests for routing,
route order, confirmation on route
orders, unit permit authorizations);
highway bridge toll ticket control;
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TABLE 24-1 |

Continued. |

157

A

mrCX

If the records are
or pertain to

consisting of

which are

then

transportation unit control; vessels
(forms used by port air officers to
record shipping data on materia
shipped by surface transportation);
ocean passenger traffic (passenger
invoice recapitul ation, shipper
destination summary sheet, berthing
plan, port  identification  and
recapitulation sheet, passenger list
recapitulation, certificate of health,
and manifest covering passengers
loading or unloading at a port); ocean
cargo manifests (manifests, shipping
records, hatch tallies, disposition
sheets, security cargo receipts, cargo
discharge reports, deivery tallies,
discrepancy reports);marine master
operation and maintenance statistical
data on logs;, movement of passengers,
personal property and  cargo
(MAJCOM consolidated reports only);
and similar documents

Commercial
Movement of Goods
or Personnd Case
Files - Routine

original  vouchers, issuing office
copies, and supporting documents
covering commercia freight
transportation charges of settled fiscal
accounts including registers and other
control documents, such as property
shipped and property received GB/LS,
freight bills, shipping records, express
receipts, special handling data, traffic
transfer receipts, cargo manifests,
signature and tally records, wayhills,
dray tickets, holding orders, switching
orders, demurrage reports, transit
reshipping certificates, records of
transit, freight bills and tonnage
credits, report of survey (discrepancies
incident to shipment of materials),
DOD single line item release receipt
records, and related records including
shipment and temporary storage of
household goods, mobile homes,
unaccompanied  baggage, Do-lt-
Yoursdf (DITY) moves, including DD
Form 2278, Do It Yourself Counseling
Checklist; transportation  requests,
AMC transportation authorizations,
and meal tickets, including cancelled

destroy 6 years after
completion of shipment
AUTH:
GRS9,Itemsla& 1c
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TABLE 24-1 |

Continued. |
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A

mrCX

If the records are

or pertain to

consisting of

which are

then

copies, records relating to issue
thereof; transportation certificates for
passenger  travel, and related
correspondence; application  for
transportation of dependents, travel
orders, certificate of dependency, and
related records

Commercia

Movement of Goods

or Personné
Nonroutine

case files covering payment for
transportation charges for services for
which notice of overcharge has been or
is expected to be issued, or if a rail
freight overpayment is involved,
deduction or collection action has been
taken, voucher contains inbound
transit shipment, parent voucher has
print of pad supplemental hill
associated, voucher has become
involved in litigation, or any other
condition that prevents settling of
account, requiring the voucher to be
retained beyond the 6-year retention
period, such as deception of
overcharge; time extensions of travel
and  transportation  entitlements,
reports of casualty, retirement orders,
and related supporting documents

destroy 10 years after
completion of fina
action AUTH:
GRS9,Item1b

(RESERVED)

(RESERVED)

NOTEMPS
Files

Case

household goods  non-temporary
storage accounts system (NOTEMPS)
case files consisting of storage records
(service orders, applications for
nontemporary storage, travel orders or
other fund citing authority, and other
pertinent records)

destroy 3 vyears after
final  disposition  of
stored goods and
settlement  of  case
AUTH: N1-AFU-90-3

Transportation
Administration

reports of issued transportation
requests; transportation traffic control
number registers;, shipment planning
workshesets; signature and tally record,
report of shipment (REPSHIP)
messages and tracer actions on
classified or sensitive material; ocean
terminal and inland linehaul cargo
reports, applications for GB/Ls to be
furnished to contractors; public file of
GBJ/Ls; motor vehicle movement over
public  highways  (administrative
records, such as, special road laws
relating to State Highway

destroy after 2 years
AUTH: GRS9,Item4a
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TABLE 24-1 |

Continued.

159

A

mrCX

If the records are
or pertain to

consisting of

which are

then

Commission, DOD Directory listing
military and state officials authorized
to request and issue permits for
oversize, overweight, or other special
military movement over public
highways, cargo channd traffic airlift
requirements; ocean cargo manifests at
MAJCOMs and are used for advance
planning, diversion, or control; special
airlift requirements; passenger channel
traffic airlift requirements, sealift
cargo requirements, boat dispatch
sheets (routing); MSTS utilization
reports,  statistical reports  on
movement of passengers, persona
property and cargo (MAJCOM and
below except MAJCOM consolidated
reports); personal property movement
quality assurance (carrier performance
files, facility inspection reports, except
initial inspection reports, quality
control reports from members and
destination traffic management offices,
Carrier Evauation and Reporting
System (CERS)); Do It Yoursdf
Moving Program (public file); Traffic
Digtribution Records (TDR); letters of
intent of approved carriers (filed with
transportation  officer by carriers
desiring to participate in DOD traffic;
NOTEMPS master rate file (basic
agreement rate spread list, cost
comparison list); NOTEMPS master
record list and expiration date list;
NOTEMPS alpha contractor lit,
service order  list,  accounting
classification summary list, conversion
to member's expense list; NOTEMPS
consolidated invoices, annual service
order renewal listings; NOTEMPS
contractor  facility files of all
transactions with contractors having
basic agreements with  DOD;
NOTEMPS MTMC reports and
management information lists; related
documents

Movement of Goods

or

Personnd

Government

by
(Non-

case files of Government freight
warrants, waybills, or cargo manifests
covering movement of Government

destroy 3 vyears after
completion of shipment
AUTH: N1-AFU-90-3
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TABLE 24-1 |
Continued. |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
Air Force) | supplies, materiel or personne by
Transportation Government transportation facilities
Facilities
10 Customs Clearance | records used in clearing cargo, destroy 3 vyears after
and Personal | personnel, and inspection, processing, clearing customs or
Property Inspection | and customs clearance of personal Settlement of
and Clearance property (including accompanied or irregularities,
unaccompanied baggage), such as whichever is later
certificates of retention for captured AUTH: N1-AFU-90-3
material, trophies, certificates of
ownership or right to possess items of
Allied nation's material, certificates of
retention and customs declarations,
receipts for articles withdrawn by
inspecting officers for accompanied
baggage, blanket declarations and
summary sheets prepared by transport
commanders, statements of authority
to retain captured material, trophies,
and related records.
11 Ammunition certificates used as a device to prevent destroy after  fina
Certificates entry of live ammunition into US by inspection of baggage
individuals either on their person or in at port of embarkation
their baggage in US or after
settlement of
irregularities,
whichever is later
AUTH: N1-AFU-90-3
12 (RESERVED) (RESERVED)
13 Procuring Office | consumption entry, consumption entry | at procuring offices destroy after 5 years
Custom Entry permit, summary of entered values, (EXCEPTION:  those
correspondence, and records relating records which are

to entry of material through customs
and relate to entry and free-of-duty
admission of material produced abroad
or returned by the AF

known to pertain to an
unsettied claim,
incomplete

investigation, or
pending litigation, are
not destroyed until
settlement of the claim
or completion of the
investigation or
litigation). AUTH: N1-
AFU-90-3
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TABLE 24-2 |
AIRLIFT |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
1 MILAIR AMC for airlift  service | destroy after 2 years.

Transportation
Authorizations,
Passenger Lists, and

industrial fund (ASIF)
traffic at originating
stations

AUTH: N1-AFU-90-3

Travd Orders -
ASIF
2 MILAIR AMC for revenue traffic | destroy after 6 months.
Transportation other than ASIF and | AUTH: N1-AFU-90-3
Authorizations, nonairlift Sservice
Passenger Ligts, industrial fund (non-
Travel Orders ASIF) traffic  at
originating stations
3 MILAIR destroy after manifest
Transportation listings are made.
Control and AUTH: N1-AFU-90-3
Movement for Cargo
and Mall
4 MILAIR Cash | receipts used as supporting documents destroy after 2 years.
Callection Vouchers | for preparation of financial reports AUTH: N1-AFU-90-3
5 MILAIR Registered | registered mail manifest and DD Form | at  originating and | destroy after 1 year.
Mail Manifest 1384, Transportation Control and | terminating stations AUTH: N1-AFU-90-3
Movement Record used for airlift
service industrial fund (ASIF) traffic
6 MILAIR Registered destroy after 1 vyear
Mail Manifests AUTH: N1-AFU-90-3
7 MILAIR for airlift  service | destroy after 1 year
Cargo/Passenger industrial fund (ASIF) | AUTH: N1-AFU-90-3
Manifests traffic at originating
Representing and terminating
Billable Revenue for stations

Transportation,
Aeromedical
Evacuation, and
Special  Assignment
Airlift Missions
(SAAM), Mail or
Rush Baggage
Manifests, Reease
from Clam for
Property Damage or
Personal Injury
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TABLE 24-2 |
Continued. |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
8 MILAIR for revenue traffic | destroy after 6 months.
Cargo/Passenger other than ASIF traffic | AUTH: N1-AFU-90-3
Manifests and nonairlift service
Representing industrial fund (non-
Billable Revenue for ASIF) traffic  at
Transportation, originating and
Aeromedical terminating stations
Evacuation, and
Special Assignment
Airlift Missions
(SAAM), Mail or
Rush Baggage
Manifests, Release
from Clam for
Property Damage or
Personal  Injury -
Other
9 MILAIR destroy after 1 month
Cargo/Passenger AUTH: N1-AFU-90-3
Manifests - Other
10 MILAIR Truck | truck manifest and local release forms destroy after 6 months.
Manifests used to document the release of AUTH: N1-AFU-90-3
terminating cargo and mail from the
airlift system
11 MILAIR Aerial Port | manifests and forms used to show date destroy after 2 months
Control Log and purpose of the Airlift Control AUTH: N1-AFU-90-3
Element (ALCE) and ad in
completion of required reports
12 MILAIR  Baggage | inventories, tracer actions, baggage destroy after 1 year.
Irregularities identification tags, rush baggage tags, AUTH: N1-AFU-90-3
and related correspondence that are
records of lost, found, pilfered, and
damaged baggage used to support
claims for reimbursement or return to
owner
13 MILAIR  Baggage at HQ AMC Baggage | destroy after 2 years.
Irregularities - HQ Service Center (BSC) | AUTH: N1-AFU-90-3
AMCBSC
14 MILAIR reports  pertaining to  traffic destroy after 1 year.
Transportation irregularities, packaging and handling AUTH: N1-AFU-90-3
Discrepancy Reports | deficiencies, over, short, damaged,
pilfered, and lost cargo and mail, and
correspondence on passenger
irregularities
15 MILAIR ASIF | invoicesclaims to  public; cash | a8 AMC Director of | destroy 6 years after
Revenue, Billing and | collection vouchers; AMC | Industrial Fund close of FY in which
Receivables transportation authorizations; final  collection is
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TABLE 24-2 |
Continued. |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
transportation cargo  movement effected AUTH:
documents, MTAs & TCMDs;, travel GRS9,Item1a(3)
orders, voucher for transfer between
appropriation; and general
correspondence used as backup to
billing data
16 MILAIR Air | AMC Forms 53 without flight destroy after 90 days
Transportation certificate AUTH: N1-AFU-90-3
Manifests
17 MILAIR Port | inventories/tabulations pertaining to destroy after 1 month.
Management Leve | passengers, cargo or mail awaiting AUTH: N1-AFU-90-3
Listing shipment
18 MILAIR Document | records used to establish an order of destroy weekly or when
Control Center | priority by job type no longer needed.
(DCC) Transaction AUTH: N1-AFU-90-3
Requests
19 MILAIR  Bumped | records used to remove planned and destroy after 1 month.
Cargo/Mail manifested  (prdoad or  final) AUTH: N1-AFU-90-3
Worksheets or Load | cargo/mail from the manifest and
Pull Sheets return to the port management level
20 MILAIR Fleet | fleet service checklists and related destroy after 3 months.
Service records AUTH: N1-AFU-90-3
Arrival/Departure
Worksheset
21 MILAIR Fleet | records used to inventory
Service Equipment expendabl & nonexpendabl e equipment
22 MILAIR Aircraft | inbound/outbound advisory messages,
Ground  Handling | load planning worksheets, manifests
Worksheets (other than originating) patient
manifests, human remains messages,
life or death urgency shipment
messages, permit to proceed requests
and permit to proceed messages, delay
reports, load sequence breakdown
records used to provide a continuous
record of ground handling
23 MILAIR at base transportation | destroy after 3 months,
Confirmation of offices or when no longer
Passenger needed, whichever is
Reservations or Air sooner.  AUTH: NI1-
Overseas Travel AFU-90-3
24 MILAIR Cargo and | air cargo and troop backlogs destroy after 6 months.
Passenger AUTH: N1-AFU-90-3
Scheduling
25 MILAIR Equipment | on hand/assigned vehicles materias destroy after 1 year.
Status Reports handling equipment (MHE) and AUTH: N1-AFU-90-3
associated aerial port equipment
26 MILAIR Unit | correspondence, messages and related
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TABLE 24-2 |
Continued. |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
Capability records
Measurement System
(UCMYS) Reports
27 MILAIR Phase Il | records used to document load destroy when no longer
Data planning qualifications and currency needed. AUTH: N1-
AFU-90-3
28 MILAIR Air Traffic | biological/re-icing/refrigeration logs, | @ record of daily | destroy after 3 months.
Handling terminating cargo/mail, manifest | actionsat air terminals | AUTH: N1-AFU-90-3
control logs, security cage logs and
inventory, originating/terminating
MACMICAP/VVIP control logs, and
aerial port movement logs
29 MILAIR Frustrated | records used for cargo/mail that destroy after 6 months.
Cargo Report cannot be accepted or movement AUTH: N1-AFU-90-3
continued in the airlift system due to
irregularity
30 MILAIR Report of | records used to provide security to destroy after 3 months.
Shipment secret and firearms shipments in the AUTH: N1-AFU-90-3
Defense Transportation System
31 MILAIR Tie-Down | tie-down equipment check lists, C-130
Equipment and | and C-141 special equipment receipts
Nuclear Shoring Kit | and temporary issue receipts
Accountability
32 Special Assignment | special assignment revenue missions: destroy after 1 vyear
Missions - Revenue | aircraft flight itinerary logs, aircraft AUTH: N1-AFU-90-3
flight reports, maintenance, and
related records
33 SAM Shippers created by AMC or | destroy 2 vyears after
Requests and HQ provided AMC for | payment AUTH: N1-
USAF reimbursement to | AFU-90-3
Authorizations Airlift Service
Industrial Fund, and
which act as
supporting records for
airlift Services
rendered
34 SAM AMC created by AMC or | destroy 2 years after
Operational provided AMC for | payment AUTH: N1-
Directive (MOD) or reimbursement for | AFU-90-3
Airlift Flight Alirlift Service
[tinerary Log Industrial  Fund and
which act as
supporting records for
airlift Services
rendered
35 LOGAIR Travel at HQ AFMC, | destroy after 6 months
Orders and Trave LOGAIR terminds, | AUTH: N1-AFU-90-3
Authorizations LOGAIR customer
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TABLE 24-2 |
Continued. |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
stations, and
contractor storage sites
in processing
LOGAIR special
missons and pilot
pickups, chartered
airlift, etc.
36 LOGAIR Traffic destroy after 3 years
Summaries AUTH: N1-AFU-90-3
37 LOGAIR Traffic destroy after 1 vyear
Transfer Receipt AUTH: N1-AFU-90-3
38 LOGAIR aa AFMC and AMC | destroy after 6 months
Cargo/Mail  Detail bases as originating, | AUTH: N1-AFU-90-3
Card intransit, and
terminating files, and
at other
nonmechanized ar
terminals as
terminating intransit
files
39 LOGAIR  Shipping | includes general purpose punch cards destroy after 6 months
Records and | usedin lieu of a shipping record AUTH: N1-AFU-90-3
Shipping Tickets
40 LOGAIR  Aircraft | reports and records of aircraft in an destroy after 2 years
Incidents accident, missing status, or damaged AUTH: N1-AFU-90-3
by ground handling
41 LOGAIR Improper | over, short, damaged, and/or pilfered destroy after 1 vyear
Shipments registers; certificates of lost shipments; AUTH: N1-AFU-90-3
reports of over/short shipments
42 LOGAIR Air Cargo destroy after 1 vyear
Manifest  Listings AUTH: N1-AFU-90-3
and Reports
43 LOGAIR Air Cargo destroy after 90 days
Manifest Header AUTH: N1-AFU-90-3
Cards
44 LOGAIR Air Cargo destroy when no longer
Manifest Master needed AUTH: N1-
Routing Cards AFU-90-3
45 LOGAIR Manifest destroy when no longer
Number Register needed AUTH: N1-
AFU-90-3
46 LOGAIR Flight Data destroy after 6 months
Record AUTH: N1-AFU-90-3
47 LOGAIR destroy after 6 months
Discrepancy Report AUTH: N1-AFU-90-3
Tracers
48 LOGAIR  Control destroy after 6 months
Logs AUTH: N1-AFU-90-3
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TABLE 24-2 |
Continued. |
A B D
R
U
L If the records are
E or pertain to consisting of which are then
49 LOGAIR destroy after 6 months
Supervisors Reports AUTH: N1-AFU-90-3
50 LOGAIR Departure, destroy after 6 months
Arrival, and Other AUTH: N1-AFU-90-3
Operational
Messages and
Reports
51 LOGAIR Reports of destroy after 90 days
Damaged or AUTH: N1-AFU-90-3
Improper Shipments
52 LOGAIR Baggage | lower portion destroy when purpose
Identification Tags has been served
AUTH: N1-AFU-90-3
53 LOGAIR special handling data/certificates, and destroy when purpose
Transportation of | ingtructions for commanders or has been served
Explosives or Other | military or civilian aircraft AUTH: N1-AFU-90-3
Dangerous Articles
54 LOGAIR Air Cargo destroy when purpose
Routing Lists has been served
AUTH: N1-AFU-90-3
55 LOGAIR  Backlog destroy when purpose
Listings has been served
AUTH: N1-AFU-90-3
56 LOGAIR Statistical | report and background material, such destroy after 2 years
Reports as LOGAIR Personned  Property AUTH: N1-AFU-90-3
Statistical Report
TABLE 24-3 |
MOTOR VEHICLES |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
1 Vehicle Jacket - | the historical portion (such as motor destroy 4 vyears after
Historical vehicle releasefiles: recordsrelating to vehicle leaves agency
transfer, sale, donation, or exchange of custody AUTH:
vehicle, Agency Record Copy of US GRS10,1tem6
Government Certificate of Release of
Motor Vehicle (SF 97A))
2 Vehicle Jacket - |the temporary portion (such as destroy 1 year after
Temporary maintenance records, including those completion of

relating to service and repair)

service/maintenance or
1 year after expiration
of the warranty period,
whichever is later
AUTH: GRS10,Item2b
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TABLE 24-3 |
Continued. |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
3 Vehicle Histories - | vehicle historical records maintained transfer to the historical
Central File asacentral file portion of the vehicle
jacket on initiation of
third continuation
form, or on permanent
reassignment of
vehicle, whichever is
sooner.  AUTH: NI1-
AFU-90-3
4 COPARS  Control | COPARS fund ledgers, sales dlips, destroy after 3 months
and Verification invoice verifications and related AUTH: N1-AFU-90-3
records
5 Vehicle Materiel | COPARS stock consumption records destroy 1 year after
Control completion. AUTH:
N1-AFU-90-3
6 Vehicle TCTOs time compliance technical orders | maintained by | destroy TCTOs and
(TCTOs), commercial  technical | maintenance control | commercial  technical
bulletins, messages, letters, and one- | and analysis bulletins when the
time inspections on vehicles vehicle is sent to
disposal. Destroy all
other documents 1 year
after completion.
AUTH: N1-AFU-90-3
7 VIMS - Monthly Motor Vehicle Information System destroy after 1 year.
(VIMS) monthly motor vehicle AUTH: N1-AFU-90-3
operations and maintenance summary
reports, maintenance  man-hour
summary reports, employee master
list, and related correspondence
8 VIMS - Quarterly Motor Vehicle Information System destroy 1 year after
(VIMS) quarterly operations and completion of new FY
maintenance summaries and cards summaries and cards
AUTH: N1-AFU-90-3
9 Panama Official | vehicle decal records/register and destroy after 5 years or
Decads - Military | related documents for registration of when no longer needed
Vehicles military vehicles in Panama for accountability.
AUTH: N1-AFU-90-3
10 Motor Vehicle | records relating to  individua destroy 3 vyears after
Operator Files employee operation of Government- separation of employees
owned vehicles, including driver tests, or 3 years after recision
authorization to use, safe driving of authorization to
awards, and related correspondence; operate  Government-
operator qualifications and record of owned vehicle,
licensing, examination and whichever is sooner
performance; request for driver AUTH: GRSI10,Item7
training and addition to AF Form
2293 or Optional Form 346; reports of
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TABLE 24-3 |

Continued. |

AFMAN 37-139 1 March 1996

mrCX

If the records are
or pertain to

consisting of

which are

then

inquiry; search of National Driver
Register

11 Government Military | cards that are permanently revoked or destroy AUTH: N1-
Vehicle Operator | expired; cards related to individuals AFU-90-3
Identification Card - | separated and civilians reassigned to
Expired/Revoked/No | duties not requiring vehicle operation
Longer Used

12 Hired Motor Vehicle destroy 3 vyears after
Reports date of report AUTH:

GRS10,Item4
13 Motor Vehicle | reports of accidents, estimates of destroy 6 years after
Accident Case Files | damage; reports of survey; statements case is closed AUTH:

of charges, cash collection vouchers; GRS10,1tem5
photographs, Operator's Report of

Motor Vehicle Accident (SF 91);

Investigation Report of Motor Vehicle

Accident (SF 91A); Statement of

Witness (SF 94); comparable records

and related correspondence

14 Operator Inspection | operator checklist noting vehicle destroy 1 year after
Guide and Trouble | deficiencies closeout AUTH:
Report GRS10,ltem2b

15 Vehicle Operations | operating records including those destroy after 3 months

relating to gas and oil consumption, AUTH: GRSI10,Item2a
dispatching, and scheduling

16 State Gasoline Tax | documents supporting claims for destroy 4 vyears after
Refunds refund of aviation and motor fuel tax settlement  of claim

from the states of Arizona, Oregon, AUTH: N1-AFU-90-3
California, and Washington (for

claims againgt the state of Montana,

See note)

17 Requests for Motor | Request for Motor Vehicle Service destroy after 2 years

Vehicle Service (AF Form 868), log of events, and AUTH: GRSI10,Item1
related records (including records
initiated as a result of
exer cisesdepl oyments)

18 Motor Vehicle Cost | motor vehicle ledger and worksheets destroy 3 vyears after
Files providing cost and expense data discontinuance of

ledger or date of
worksheet AUTH:
GRS10,Item3

19 Motor Vehicle | reports on motor vehicles (other than destroy 3 vyears after

Report Files accident, operating, and maintenance date of report AUTH:
reports), including Agency Report of GRS10,1tem4
Motor Vehicle Data (SF 82), Agency
Report of Sedan Data (SF 82D)

20 us Government issued, recalled, and/or | destroy 6 months after
National Credit maintained by vehicle | final payment on all
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TABLE 24-3 |
Continued. |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
Cards operations or | invoices covered by a
requisitioning agency | specific card AUTH:
N1-AFU-90-3
21 us Government | credit card registers; copies of records | maintained by | destroy 1 vyear after
National Credit Card | certifying loss, investigation, | VCOs/NCOs close of fisca vyear
Administration destruction, turn-in, validation, and AUTH: N1-AFU-90-3
related records
NOTE: Destroy State Gasoline Tax Refund claims against the state of Montana
5 years after settlement of claim.
TABLE 24-4 |
PACKAGING AND MATERIALSHANDL ING RECORDS |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
1 technical and | item identification and container destroy after
procurement data | markings and specification publication has been
records coordinating policy records(such as rescinded, superseded
regulations, standards, and in its entirety, no
manual s(and related correspondence longer applicable, or
after the project has
been compl eted,
whichever is sooner.
AUTH: N1-AFU-90-3
2 Packaging correspondence, proposals, standards, destroy after 8 years or
Evaluation Projects | specifications, design data, test results, when no longer needed,
deficiency reports, packaging orders, whichever is sooner.
quality products lists and related AUTH: N1-AFU-90-3
supporting data (See Note)
3 Mechanized correspondence, drawings,
Materials Handling | specifications  reports,  proposals,

Systems

minutes of meetings, labor standards,
flow charts, funding data, cost analysis
and related supporting data (See Note)

NOTE: For records related to hazardous materialSenvironmental protection, use table 32-1, rule 17. For records related to
foreign military sales (FMS) cases, usetable 16-1, rule 7.
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TABLE 24-5 |
CUSTOMSAND ENTRY REQUIREMENTSRECORDS |
A B D
R
U
L If the records are
E or pertain to consisting of which are then
1 (RESERVED)(see (RESERVED)
note 1)
2 (RESERVED)
3 (RESERVED)(see
note 2)
4 (RESERVED)
5 (RESERVED)(see
note 3)
6 (RESERVED)(see
note 4)
7 (RESERVED)(see
note 5)
8 (RESERVED)(see
note 6)
9 (RESERVED)(see
note 7)
NOTE(S):

1. For Personal Property Inspection and Clearance, use table 24-1, rule 10.
2. For Customs Clearance, use table 24-1, rule 10.

3. For Turkish Beyanname Customs (individual folders maintained for military and civilian personnel used to record all
household goods, personal effects, and autos brought into or acquired in Turkey), use table 24-1, rule 10.

4. For Ammunition Certificates, use table 24-1, rule 11.
5. For Procuring Office Custom Entry Records, use table 24-1, rule 13.

6. For Declaration Certificates (covering individual's personal property) held by Customs Officers, SEA, use table 24-1,

rule 10.

7. For Greek Customs (individual folders maintained for military and civilian personnd used to record household goods,
personal effects, and autos brought into of acquired in Greece), use table 24-1, rule 10.

TABLE 24-6 |
PERSONNEL MOVEMENT
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
1 (RESERVED)(see (RESERVED)
note 1)
2 (RESERVED)(see
note 2)
3 (RESERVED)(see
note 3)
4 (RESERVED)(see

note 4)
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TABLE 24-6 |
Continued. |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
5 (RESERVED)(see
note 5)
6 (RESERVED)(see
note 6)
7thru | (RESERVED)
12
13 (RESERVED)(see
note 7)
14 (RESERVED)
15 (RESERVED)(see
note 8)
16 (RESERVED)(see
note 8)

NOTE(S):

1. For Troop Movement, usetable 24-1, rules 2, 3, 4, 5, and 8, as appropriate.

2. For Movement Orders, use table 24-1, rules 2, 3, 4, 5, and 8, as appropriate.

3. For Transportation Requests and Meal Tickets, AMC Transportation Authorizations, use table 24-1, rules 2, 3, 4, 5, and
as appropriate.

. For Reports of 1ssued Transportation Requests, use table 24-1, Rule 8.

. For Traffic Coordination, use table 24-1, rule 2, 3, and 8, as appropriate.

. For Dependent Travel, usetable 24-1, rules 2, 3, 4, 5, and 8, as appropriate.

. For Use of Special Conveyance for Passenger Travel, usetable 24-1, rules 2, 3, 4, 5, and 8, as appropriate.

. For Area Clearance for Overseas Theaters, use table 37-13, rule 1.

. For Time Extensions of Travel and Transportation Entitlements, use table 24-1, rules 2, 3, 4, 5 and 8, as appropriate.

©Co~No AP

TABLE 24-7 |
MATERIEL MOVEMENT RECORDS |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
1 (RESERVED)(see (RESERVED)
note 1)
2 (RESERVED)(see
note 2)
3 (RESERVED)(see
note 3)
4 (RESERVED)(see
note 4)
5 (RESERVED)(see
note 5)
6 (RESERVED)(see
note 6)
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TABLE 24-7 |
Continued. |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
7 (RESERVED)(see
note 7)
8 (RESERVED)(see
note 8)
9 (RESERVED)(see
note 9)

10 | (RESERVED)

11 (RESERVED)(see
note 10)

12 (RESERVED)(see
note 11)

13 (RESERVED)(see
note 12)

14 (RESERVED)(see
note 13)

15 | (RESERVED)

16 | (RESERVED)(see

note 14)

17 (RESERVED)(see
note 15)

18 (RESERVED)(see
note 16)

19 (RESERVED)(see
note 17)

20 (RESERVED)(see
note 18)

21 (RESERVED)(see
note 19)

22 (RESERVED(see
note 20)

23 (RESERVED)(see
note 21)

24 (RESERVED(see
note 22)

NOTE(S):

1. For Signature and Tally Record, Report of Shipment (REPSHIP) Messages and Tracer Actions on Classified or Sensitive
Material, usetable 24-1, rules 3, 4, 5, 8, and 9, as appropriate.

2. For Bills of Lading (outbound and inbound shipments not covered by rules 3 and 4), usetable 24-1, rules 3, 4, 5, 8, and
9, as appropriate.

3. For Bills of Lading (salvaged/rejected materiel for which charges have been assumed by consignee), use table 24-1, rules
3,4,5, 8, and 9, as appropriate.

4. For Bills of Lading (inbound and pre-paid by shipper), usetable 24-1, rules 3, 4, 5, 8, and 9, as appropriate.

5. For Commercial Bills of Lading (CB/L), usetable 24-1, rules 3, 4, 5, and 8, as appropriate.

6. For Ocean Terminal and Inland Linehaul Cargo Reports, use table 24-1, rule 8.

7. For GB/L Registers (and CB/L Registers), usetable 24-1, rules 3 and 8, as appropriate.

8. For GB/L Registers for Household Goods, use table 24-1, rules 3 and 8, as appropriate.
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9. For Applications for GB/Ls, usetable 24-1, rules 4, 5, 8, and 9, as appropriate.

10.
11.
12.
13.
14.
15.
16.
17.
18.
19.
20.

For Car Handling, use table 24-1, rule 3.

For Car Control and Processing, use table 24-1, rule 3.

For Weekly Carload Routing, usetable 24-1, rule 3.

For Government Freight Warrants or Wayhills, use table 24-1, rule 3 and 8, as appropriate.
For Storage-In-Transit, use table 24-1, rule 3.

For Routing Orders, usetable 24-1, rule 3.

For Interchange Agreements, usetable 24-1, rule 2.

For Highway Bridge Tall Ticket Control, use table 24-1, rule 3.

For Public File of GB/LS, usetable 24-1, rule 7.

For Transportation Unit Control Records, use table 24-1, rule 3.

For Appointment of Transportation Officers and Agents (at MAJCOMs and major subordinate commands), use table

24-1, rule 1.

21
22

For Appointment of Transportation Officers and Agents (at requesting activities), use table 24-1, rule 1.
For Department of Transportation Special Permits, use table 24-1, rule 2.

TABLE 24-8 |

WATER MOVEMENT RECORDS I

A B C D

If the records are
or pertain to consisting of which are then

M CX

(RESERVED)(see (RESERVED)
note 1)

N

(RESERVED)(see
note 2)

(RESERVED)(see
note 3)

(RESERVED)(see
note 4)

(RESERVED)(see
note 5)

(RESERVED)(see
note 6)

(RESERVED)(see
note 7)

(RESERVED)(see
note 8)

NOTE(S):

1. For Vessdls, use table 24-1, rule 3.

2. For Ocean Passenger Traffic, usetable 24-1, rule 3.

3. For Ocean Passenger Traffic (manifest covering passengers loading or unloading at a port), usetable 24-1, rule 3.

4. For Ocean Cargo Manifests (at ports of embarkation and activities that control and are directly responsible for ocean
shipping), usetable 24-1, rule 3.

5. F
24-1

or Ocean Cargo Manifests (at MAJCOMSs and are used for advance planning, diversion, or control purposes), use table
, rule 8.

6. For Harbor Craft (boat dispatch sheets not covered in table 24-8, rule 7), usetable 24-1, rule 8.
7. For Harbor Craft (involved in misuse/abuse/accidents/'unusual situations), use table 24-3, rule 13.
8. For Marine Master Operation and Maintenance Log, use table 24-1, rule 3.
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TABLE 24-9 |
HIGHWAY TRAFFIC CONTROL AND SUPERVISION RECORDS |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
1 (RESERVED)(see (RESERVED)
note 1)
2 (RESERVED)(see
note 2)
3 (RESERVED)(see
note 3)
4 (RESERVED)(see
note 4)
5 (RESERVED)(see
note 5)
6 (RESERVED)(see
note 6)
NOTE(S):

1. For Permissible Motor Vehicle Operating Distance, usetable 24-1, rule 2.

2. For Motor Vehicle Movement Over Public Highways (administrative records), use table 24-1, rule 2.

3. For Motor Vehicle Movement Over Public Highways (requests for waiver, applications for permits, and permits at
issuing activities and are not related to claims, use table 24-1, rule 2.

4. For Motor Vehicle Movement Over Public Highways (requests for waiver, applications for permits, and permits at
issuing activities and are related to claims), use table 51-4, rules 1 through 4.01, 16, 17, 21, and 22, as appropriate.

5. For Mator Vehicle Movement Over Public Highways (requests for waiver, applications for permits, and permits at other
than issuing activities), usetable 24-1, rules 2, 3, and 8, as appropriate.

6. For Traffic Reports, usetable 24-1, rules 2, 3, and 8, as appropriate.

TABLE 24-10 |
MILITARY OVERSEAS AND DOMESTIC TRANSPORTATION REQUIREMENT RECORDS |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
1 (RESERVED)(see (RESERVED)
note 1)
2 (RESERVED)(see
note 2)
3 (RESERVED)(see
note 3)
4 (RESERVED)(see
note 4)
5 (RESERVED)(see
note 5)
6 (RESERVED)(see
note 6)
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NOTE(S):

1. For Cargo Channel Airlift Requirements, usetable 24-1, rule 8.

2. For Special Airlift Requirementsvia AMC, usetable 24-1, rule 8.

3. For Passenger Channd Traffic Airlift Requirements, use table 24-1, rule 8.

4. For Sealift Cargo Requirements, usetable 24-1, rule 8.

5. For MSTS utilization reports, use table 24-1, rule 8.

6. For Recordsin Rules 1 thru 5 (at Other Than HQ AFMC and HQ AMC), use table 24-1, rule 8.

TABLE 24-11 |
TRAFFIC MANAGEMENT DATA |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
1 (RESERVED)(see (RESERVED)
note 1)
2 (RESERVED)(see
note 2)
3 (RESERVED)(see
note 3)
NOTE(S):

1. For Statistical Data on the Movement of Passengers, Personal Property and Cargo (at MAJCOMs and Below, except
MAJCOM consolidated report), use table 24-1, rule 8.

2. For Statistical Data on the Movement of Passengers, Personal Property and Cargo (MAJCOM consolidated reports), use
table 24-1, rule 3.

3. For Transportability, Transportation or Packaging Data in Support of Systems, Subsystems or Special Project
Development, Acquisition and/or Test, usetable 61-2, rules 1, 2, 5, 9, and 10, as appropriate.

TABLE 24-12 |
PERSONAL PROPERTY MOVEMENT AND STORAGE |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
1 (RESERVED)(see (RESERVED)
note 1)
2 (RESERVED)(see
note 2)
2.01 | (RESERVED)(see
note 3)
3 (RESERVED)(see
note 4)
4 (RESERVED)(see
note 5)
4.01 | (RESERVED)(see
note 6)
4.02 | (RESERVED)(see
note 7)
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TABLE 24-12 |
Continued. |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
5 (RESERVED)(see
note 8)
6 (RESERVED)(see
note 9)
7 (RESERVED)(see
note 10)
8 (RESERVED)(see
note 11)
9 (RESERVED)(see
note 12)
10 (RESERVED)(see
note 13)
11 (RESERVED)(see
note 14)
11.01 | (RESERVED)(see
note 15)
12 (RESERVED)(see
note 16)
13 (RESERVED)(see
note 17)
14 (RESERVED)(see
note 18)
15 (RESERVED)(see
note 19)
16 (RESERVED(see
note 20)
17 (RESERVED)(see
note 21)
NOTE(S):

1. For Personal Property Shipment Records (Domestic), usetable 24-1, rules 3, 4, 5, 8, and 9, as appropriate.

2. For Personal Property Shipment Records (International), use table 24-1, rules 3, 4, 5, 8, and 9, as appropriate.

3. For Personal Property Shipment Records (alphabetically arranged case files forwarded to a Joint Persona Property
Shipping Office (JPPSO), Central Personal Property Shipping Office (CPPSO), or a Central Booking Office), use table 37-
12, Rule 5.

4. For Do it Yourself Moving Program (public file), usetable 24-1, rules 2, 3, and 8, as appropriate.

5. For Quality Control/Tonnage Distribution Records, use table 24-1, rules 3 and 8, as appropriate.

6. For Quality Control/Tonnage Distribution Records (Carrier Evaluation and Reporting System other than tonnage
distribution rosters), use table 24-1, rules 3 and 8, as appropriate.

7. For Traffic Distribution Records, use table 24-1, Rules 3 and 8, as appropriate.

8. For Letters of Intent of Approved Carriers, usetable 37-12, rule 5.

9. For Shipment of Privately Owned Vehicles, usetable 24-1, rules 3, 4, 5, 8, and 9, as appropriate.

10. For NOTEMPS Case Files, usetable 24-1, rule 7.

11. For NOTEMPS Transaction Edit Lists, use table 37-18, rules 4 and 5, as appropriate.

12. For NOTEMPS Invalid Card Identification Transaction Type Listings, use table 37-18, rules 4 and 5, as appropriate.
13. For NOTEMPS Master Rate File, usetable 24-1, rule 8.

14. For NOTEMPS Master Record List and Expiration Date List, use table 24-1, rule 8.




AFMAN 37-139 1 March 1996 177

15. For NOTEMPS Alpha Contractor List, Service Order List, Accounting Classification Summary, and Quarterly
Conversion to Member's Expense Ligt, use table 24-1, rule 8.
16. For NOTEMPS "As Required" Transaction Punch Cards, use table 37-18, rules 4 and 5, as appropriate.
17. For NOTEMPS Rate Transaction Punch Cards, use table 37-18, rule 4.
18. For NOTEMPS Consolidated Invoices’Annual Service Order Renewal Listings, use table 24-1, rules 3 and 8, as
appropriate.
19. For NOTEMPS Contractor Facility Files, usetable 24-1, rule 8.
20. For RCS: MTMC-20 Report and Quarterly Management Information List, usetable 24-1, rule 7.
21. For Excess Cost Case Files, usetable 24-1, rule 5.

TABLE 24-13 |
SPECIAL ASSIGNMENT MISSION (SAM) |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
1 (RESERVED)(see (RESERVED)
note 1)
2 (RESERVED)(see
note 2)
(RESERVED)(see
note 3)
4 (RESERVED)(see
note 4)
5 (RESERVED)(see
note 5)
6 (RESERVED)(see
note 6)
NOTE(S):

1. For SAM Airlift Flight Itinerary Logs, usetable 24-2, rule 32.

2. For SAM Aircraft Flight Reports, use table 24-2, rule 32.

3. For SAM Maintenance and Related Records, use table 24-2, rule 32.

4. For SAM Shippers Records Requesting SAM, usetable 24-2, rule 33.

5. For HQ USAF Records Authorizing SAM, use table 24-2, rule 33.

6. For SAM AMC Operational Directive (MOD), or Airlift Flight Itinerary Log, use table 24-2, rule 34.

TABLE 24-14 |
LOGAIR AIRLIFT |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
1 (RESERVED)(see (RESERVED)
note 1)
2 (RESERVED)(see
note 2)
3 (RESERVED)(see
note 3)
4 (RESERVED)(see
note 4)
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TABLE 24-14 |
Continued. |
A D
R
U
L If the records are
E or pertain to consisting of which are then
5 (RESERVED)(see
note 5)
6 (RESERVED)(see
note 6)
7 (RESERVED)(see
note 7)
8 (RESERVED)(see
note 8)
9 (RESERVED)(see
note 9)
10 (RESERVED)(see
note 10)
11 (RESERVED)(see
note 11)
12 (RESERVED)(see
note 12)
13 (RESERVED)
14
15 (RESERVED)(see
note 13)
16 (RESERVED)(see
note 14)
17 (RESERVED)(see
note 15)
18 (RESERVED)(see
note 16)
19 (RESERVED)(see
note 17)
20 (RESERVED)(see
note 18)
21 (RESERVED)(see
note 19)
22 (RESERVED)
23 (RESERVED)
24 (RESERVED)
25 (RESERVED(see
note 20)
26 (RESERVED)
27 (RESERVED)(see
note 21)
28 (RESERVED(see
note 22)
29 (RESERVED)(see
note 23)
30 (RESERVED(see
note 24)
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TABLE 24-14 |

Continued. |

If the records are
or pertain to consisting of which are then

31 (RESERVED)(see
note 25)

32 (RESERVED(see
note 26)

NOTE(S):

. For LOGAIR Travel Orders, Travel Authorizations, usetable 24-2, rule 35.

. For LOGAIR Traffic Summaries, use table 24-2, rule 36.

. For LOGAIR Traffic Transfer Receipt, use table 24-2, rule 37.

. For LOGAIR Cargo/Mail Detail Card, usetable 24-2, rule 38.

. For LOGAIR Shipping Records, Shipping Tickets, use table 24-2, rule 39.

. For LOGAIR Aircraft in an Accident, Missing Status or Damaged by Ground Handling, use table 24-2, rule 40.
. For LOGAIR Over, Short, and Damaged and/or Pilfered Registers, use table 24-2, rule 41.

. For LOGAIR Certificates of Lost Shipment, use table 24-2, rule 41.

. For LOGAIR Reports of Over/Short Shipment, use table 24-2, rule 41.

. For LOGAIR Air Cargo Manifest, usetable 24-2, rule 42.

. For LOGAIR Air Cargo Manifest Header Cards, use table 24-2, rule 43.

. For LOGAIR Air Cargo Manifest Master Routing Cards, use table 24-2, rule 44.

. For LOGAIR Manifest Number Registers, use table 24-2, rule 45.

. For LOGAIR Flight Data Record, use table 24-2, rule 46.

. For LOGAIR Discrepancy Report Tracers, use table 24-2, rule 47.

. For LOGAIR Control Logs, usetable 24-2, rule 48.

. For LOGAIR Supervisors Reports, use table 24-2, rule 49.

. For LOGAIR Departure, Arrival, and Other Operational Messages and Reports, use table 24-2, rule 50.
. For LOGAIR Reports of Damaged or Improper Shipments, use table 24-2, rule 51.

. For LOGAIR Pilfered Reports, use table 24-2, rule 51.

. For LOGAIR Baggage Identification Tags, usetable 24-2, rule 52.

. For LOGAIR Transporting Explosives or Other Dangerous Articles by Aircraft, use table 24-2, rule 53.
. For LOGAIR Air Cargo Routing Lists, use table 24-2, rule 54.

. For LOGAIR Backlog Listings, usetable 24-2, rule 55.

. For LOGAIR Statigtical Report, use table 24-2, rule 56.

. For LOGAIR Personnel Property Statistical Report, use table 24-2, rule 56.
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TABLE 24-15 |
VEHICLE OPERATIONS RECORDS |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
1 (RESERVED)(see (RESERVED)
note 1)
2 (RESERVED)(see
note 2)
3 (RESERVED)(see
note 3)
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TABLE 24-15 |
Continued. |
A D
R
U
L If the records are
E or pertain to consisting of which are then
4 (RESERVED)(see
note 4)
5 (RESERVED)(see
note 5)
6 (RESERVED)(see
note 6)
7 (RESERVED)(see
note 7)
8 (RESERVED)(see
note 8)
9 (RESERVED)(see
note 9)
10 (RESERVED)(see
note 10)
11 (RESERVED)(see
note 11)
12 (RESERVED)(see
note 12)
13 (RESERVED)(see
note 13)
14 (RESERVED)(see
note 14)
15 (RESERVED)(see
note 15)
16 (RESERVED)(see
note 16)
17 (RESERVED)(see
note 17)
18 (RESERVED)(see
note 18)
19 (RESERVED)(see
note 19)
19.01 | (RESERVED(see
note 20)
20 (RESERVED)(see
note 21)
21 (RESERVED(see
note 22)
22 (RESERVED)(see
note 23)
23 (RESERVED(see
note 24)
NOTE(S):

1. For Drivers Qualification (active duty personnel), use table 36-12, rule 1.01.
2. For Drivers Qualification (separated military personne (including AF Reserve and ANG personndl)), use table 36-12,

rule 1.01.
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3. For Drivers Qualification - Civilian, use table 24-3, rule 11.

4. For Drivers Qualification (operator qualifications and record of licensing, examination and performance, requests for
driver training and addition to Standard Form 46, and reports of inquiry search - National Driver Register), use table 24-3,
rule 11.

5. For Drivers Qualification (medical examination, accident histories, traffic citations and driver awards), use table 24-3,
rule 11.

6. For Drivers Qualification (test results - source records), use table 24-3, rule 11.

7. For Drivers Qualification (test results - at unit of assignment), use table 24-3, rule 11.

8. For Government Military Vehicle Operator Identification Card, use table
24-3, rule 11.

9. For Government Military Vehicle Operator Identification Card (on individuals separated and civilians reassigned to
duties not requiring vehicle operation), use table 24-3, rule 11.

10. For Leasing (hired motor vehicle reports), use table 24-3, rule 12.

11. For Motor Vehicle Accident Case Files, usetable 24-3, rule 13.

12. For Operator Inspection Guide and Trouble Report Forms, use table 24-3, rule 14.

14. For Vehicle Operations records, use table 24-3, rule 15.

15. For State Gasoline Tax Refund Claims (for Arizona, Oregon, California, and Washington), use table 24-3, rule 16.

16. For State Gasoline Tax Refund Claims (for Montana), use table 24-3, rule 16.

17. For Vehicle Operations Officer Organizational File, use table 37-14, rule 10.

18. For VCO/NCO Documents, use table 37-14, rule 10.

19. For US Government National Credit Card (issued, recalled, and/or maintained by vehicle operations or requisitioning
agency), use table 24-3, rule 20.

20. For US Government National Credit Card (maintained by VCO/NCO), use table
24-3, rule 21.

21. For US Government National Credit Card (registers, copies of records certifying loss, investigation, destruction, turn-
in, validation, and related records), use table 24-3, rule 21.

22. For US Government National Credit Card (letters of certification/accountability), use table 37-15, rule 21.

23. For Transportation Request (AF Form 868 and related records), use table
24-3, rule 17.

24. For Transportation Request (initiated as a result of exercises/deployments), use table 24-3, rule 17.

31. Security. These tables cover records relating to general policies and procedures governing the enforcement of military
discipline, motor vehicle traffic control, prisoner confinement and retraining, maintenance of standards of conduct, and
management of the military working dog program.

TABLE 31-1 |
LAW ENFORCEMENT RECORDS |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
1 complaints and | reports of investigation, | at security police destroy after 3 years
incidents incident/complaint reports, and all (See Note 6). AUTH:
records accumulated by security police N1-AFU-90-3
pursuant to investigations of incidents
and crimes
1.01 copies at other | destroy when no longer
activities needed. AUTH: N1-
AFU-90-3
2 individual ~ reference  forms  of | at security police destroy 3 vyears after
individuals listed as suspects or close of year when last
subjects for any offense entry was made (See
Note 2). AUTH: N1-
AFU-90-3
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TABLE 31-1 |
Continued. |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
201 individual incident reference forms of destroy 3 vyears after
individuals listed as witnesses, close of year when last
complainants or victims entry was made, upon
separation  from  the
service, termination of
employment or
transfer, whichever is
sooner.  AUTH: NI1-
AFU-90-3
3 (RESERVED) (RESERVED)
4 security police activities reports and | at security police destroy after 2 years.
supporting documents AUTH: N1-AFU-90-3
5 serious crimes/incidents reports and/or | at MAJCOM OPRs destroy after 3 years or
related summaries not maintained when no longer needed,
with other series whichever is sooner.
AUTH: N1-AFU-90-3
5.01 copies other than rule | destroy after 1 year or
5 when no longer needed,
whichever is later.
AUTH: N1-AFU-90-3
5.02 Criminal Justice Computer Terminal | at security police destroy after 3 years, or
System (CJCTS) (formerly AFLETYS) when all entries on
forms form are deleted from
the NCIC computer,
whichever is later.
AUTH: N1-AFU-90-3
5.03 CJCTS computer entries destroy (cancel) when
entry is no longer valid.
AUTH: N1-AFU-90-3
6 desk blotters a chronol ogical record of destroy 1 year after date
delinquencies, incidents, messages, etc of last entry. AUTH:
N1-AFU-90-3
7 information copies destroy after 3 months
or when no longer
needed, whichever is
sooner.  AUTH: NI1-
AFU-90-3
8 incident records accumulated by security police | at security police destroy after 3 years.
investigation cases pursuant to investigations of incidents AUTH: N1-AFU-90-3
and crimes
9 other agencies investigative reports return to appropriate
activity per table 31-6
AUTH: N1-AFU-90-3
10 absentee case files | data on absentees wanted by the seerules 1, 2, 8, and 9.
(seetable 36-12) Armed Forces, reports of return of AUTH: N1-AFU-90-3
absentees, records on  escaped
prisoners sentenced to discharge,
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TABLE 31-1 |
Continued. |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
forms and/or requests for service
records and allied papers, reports of
apprehension of absentees, leads for
apprehension
11 security deviations See table 31-10.
AUTH: N1-AFU-88-8
12 (RESERVED) (RESERVED)
12.01 | property receipt [ AF Forms 52 for property found and destroy 3 months after
records not to be used as evidence disposition of property.
AUTH: N1-AFU-90-3
13 receipts and related correspondence destroy 3 vyears after
for property of detained personnel, and disposition of property
property impounded, seized as (See Note 1). AUTH:
evidence, or otherwise held by security N1-AFU-90-3
police
13.01 | driver records information on  motor  vehicle destroy 1 year after
accidents and violations used for point disposition of entries
assessments, restriction, revocation or IAW AFl 31-204, or
suspension, and other  actions when individual or
(including barring) affecting driving sponsor  retires,  or
privileges terminates
employment, whichever
is sooner (see note 3).
AUTH: N1-AFU-90-3
14 traffic reports reports of traffic accidents, incidents, destroy after 2 years.
and related tickets and violation AUTH: N1-AFU-90-3
notices
14.01 tickets or violation notices at security police
14.02 voided violation notices destroy 3 months after
posting and forfeiture
of collateral, or
dismissal. AUTH: N1-
AFU-90-3
15 reports of traffic studies, including destroy on preparation
those which reflect the volume of of new or amended
vehicular traffic entering or departing report.  AUTH: N1-
an installation or access road AFU-90-3
16 security police patrol | special reports relating to activities or | at security police destroy after 1 year.
reports conditions AUTH: N1-AFU-90-3
16.01 physical security check records destroy after 3 months.
AUTH: N1-AFU-90-3
17 permits and | records of property and permits issued, destroy 1 year after
registration records | excluding private vehicle records departure of owner on
TDY or PCS. AUTH:
N1-AFU-90-3
18 firearm USAF employee firearm authorization, | record copies destroy 2 vyears after
authorization for | and related records expiration or
employees revocation. AUTH:
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TABLE 31-1 |
Continued. |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
N1-AFU-90-3
19 individuals' copies destroy immediately on
revocation or expiration
date, whichever s
sooner.  AUTH: NI1-
AFU-90-3
20 project identification | forms from owner which identify | at security police destroy 1 year after
participation notice | property under Air Force Crime owner has been
Prevention Program reassigned or separates.
AUTH: N1-AFU-90-3
21 entry control records | registers of personnel, motor vehicles destroy after 3 months.
or other property moving into or from AUTH: N1-AFU-90-3
restricted or controlled areas
22 barred personne records pertaining to persons | for activeingtallations | destroy 3 years after
prohibited from entering US military removal from the
installations for cause; i.e., those who barred list.  AUTH:
are security-loyalty risks, who possess N1-AFU-90-3
undesirable traits of character or
whose conduct is prgudicial to good
order and discipline
23 for inactivated | destroy after 3 years.
installations AUTH: N1-AFU-90-3
24 Armed Forces | reports of board  proceedings, destroy after 5 years.
Disciplinary Control | recommendations to the board, AUTH: N1-AFU-90-3
Board supporting records
25 charter or directive creating board destroy 5 years after
board is dissolved.
AUTH: N1-AFU-90-3
26 records related to off-limit actions destroy 5 years after
off-limits  action is
voided. AUTH: N1-
AFU-90-3
27 board member files see table 38-5. AUTH:
N1-AFU-90-3
28 military working dog | training and utilization performance destroy after death or
(MWD) training records such as narcoticsexplosives retirement of dog.
detectors, and MWD team AUTH: N1-AFU-90-3
certifications for control of training
and use as legal evidence of a dog's
team reliability
28.01 training and utilization performance destroy 1 year after
records  for narcotics/explosives death or retirement of
detection needed in possible lega dog, or when no longer
proceedings after death or retirement needed, whichever is
of dog later. AUTH: N1-
AFU-88-8
28.02 | MWD hedlth and | immunization, clinica health destroy when no longer
service certificates, X-rays, veterinary needed (See Note 4).
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TABLE 31-1 |
Continued. |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
examinations, weight charts, AUTH: N1-AFU-88-8
certificates of death, necropsy reports,
and other standard medical forms
prescribed by AFI 48-131
29 MWD program | statistical reports on MWDs, handlers, | at HQ AFSPA destroy after 2 years.
status reports and kenndl support strength, program AUTH: N1-AFU-90-3
change natifications, and MWD
requirements projections
29.01 a MAJICOMs and | destroy after 1 year.
units AUTH: N1-AFU-90-3
30 credentials investigator credentials at security police see table 36-2. AUTH:
N1-AFU-90-3
31 identification  card
control logs
32 identification  card
applications
33 provisional passes
34 receipts for
identification
credentials
35 restricted area
badges
36 inspection reports findings and recommendations | at activities | destroy 2 years after all
resulting from  inspections  of | performing inspection | follow-up action is
ammunition and weapon storage compl eted. AUTH:
facilities, fund activities, etc. to N1-AFU-90-3
determine an activity's capahilities to
protect government property, take
corrective action and for use in self-
inspections
36.01 at inspected activities | destroy  after  next
inspection/ test or upon
correction of all
deficiencies, whichever
is later. AUTH: N1-
AFU-90-3
37 firearm or  war at security police destroy 3 vyears after
trophy confiscation final  disposition  of
property. AUTH: N1-
AFU-90-3
38 resource protection | procedures for normal and emergency | master plans destroy 1 year after
plan (seetable 31-8) | protection of nonpriority resources superseded by new
plan. AUTH: N1-AFU-
90-3
39 other than master | destroy when
plans superseded. AUTH:
N1-AFU-90-3
39.01 | resources protection | resource authorization letters, destroy when
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TABLE 31-1 |
Continued. |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
records inspection reports, plans, prescribing superseded, obsolete, or
directives, waivers, alarm check forms, no longer needed,
work order requests, and other related whichever is sooner.
records AUTH: N1-AFU-88-8
40 security  container | records used on containers/vaults for | at central depositories | destroy after 3 months.
check record storing funds AUTH: N1-AFU-90-3
41 outside of central | destroy after
depositories superseding records are
prepared. AUTH: N1-
AFU-90-3
42 firearm/ammunition | forms/records used in conducting daily destroy after 3 months.
inventory records inventories AUTH: N1-AFU-90-3
43 field interviews data gathered about the presence of
persons or circumstances in law
enforcement patrol areas
44 alarm systems test records for intrusion detection | at security police destroy when a new
alarm systems form is prepared or
when no longer needed,
whichever is later.
AUTH: N1-AFU-90-38
44.01 log of openings and closing of alarmed destroy after 3 months,
facilities or when no longer
needed, whichever is
later. AUTH: N1-
AFU-90-38
45 narcotic training | controlled substance order forms, destroy 1 year after
aids accountability records, inventory and destruction of  the
audit reports, records of destruction controlled  substance.
and verification of shipments (See AUTH: N1-AFU-88-8
Note 5)
46 pick  up/restriction | identification and physical description | record copies filed | seerulel. AUTH: N1-
orders of individual and reason for order | with the | AFU-90-3
being issued incident/complaint
files
47 copies at  security | destroy after 1 year, or
police within issuing | when member is picked
and at other | up, or the order is
installations cancelled, as
appropriate.  AUTH:
N1-AFU-90-3
48 security police | plans, schedules, rules, | at host MAJCOMs destroy after 2 years or
competitions correspondence and related records when superseded,
whichever is sooner.
AUTH: N1-AFU-90-3
49 at other MAJCOMs destroy after 1 year.
AUTH: N1-AFU-90-3
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NOTE(S):

1. File records used in board proceedings and claims with the records to which they pertain. they pertain.

2. Retain in current files area and transfer to the gaining installation on transfer of individual or sponsor. transfer of
individual or sponsor.

3. Transfer records to gaining installation (or designated unit) of person(s), employee, or sponsor. Destroy records on local
retirees when they no longer serve law enforcement or legal purposes. For overseas activities, destroy records upon
reassignment of individual/sponsor to CONUS for discharge action. However, do not destroy records when person(s) are on
terminal leave status until after the effective discharge date.

4. Units will forward records on death or retirement of dog to the Central Repository, DOD Military Working Dog
Veterinary Service, 1219 Knight Street, Lackland AFB TX 78236-5631.

5. Maintain a separate shipment file for each controlled substance shipment in active status.

6. Incident/complaint reports that are used as source records for CICTS are disposed with applicable CICTS records, or
after 3 years, whichever islater.

TABLE 31-2 |
CORRECTION RECORDS
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
1 inmate correctional | confinement orders, inmate release | records for inmates | destroy 4 years after
records orders, inmate's personal history, mail | released from local | release of prisoner from
and correspondence record, medical | confinement confinement. AUTH:
examiner's report, request and receipt N1-AFU-90-3

for health and comfort supplies, report
of or recommendation for disciplinary
action, inspection record for inmate in
segregation, request for interview,
inmate evaluation record, individual
inmate utilization records

2 (RESERVED) (RESERVED)
3 correction  officer's | inmate's personal deposit fund records, destroy after disposition
records and related records used as the basis of claim, crimina
on which acivil claim, criminal action action, or military
or military disciplinary action has disciplinary action,
been initiated in connection with an provided the retention
entry or omission of an entry period specified in rule
4 has elapsed. AUTH:
N1-AFU-90-3
4 other than thosein rule 3 destroy after 4 years.
AUTH: N1-AFU-90-3
5 disciplinary records destroy 4 vyears after
date of last entry.
AUTH: N1-AFU-90-3
6 correction facility blotters and visitor's destroy 1 year after date
registers of last entry. AUTH:
N1-AFU-90-3
7 inmate reports and | roster, reports of escaped and returned | at correctional | destroy after 1 year.
rosters from escape prisoners facilities AUTH: N1-AFU-90-3
8 daily strength records originals destroy 8 vyears after

date of last entry.
AUTH: N1-AFU-90-3
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TABLE 31-2 |
Continued. |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
9 other than originals destroy when no longer
needed. AUTH: N1-
AFU-90-3
9.01 Annual Confinement Report at HQ AFSPA destroy after 3 years, or
when no longer needed,
whichever is sooner.
AUTH: N1-AFU-90-3
9.02 aa MAJICOMs and | destroy after 1 year.
correctional facilities | AUTH: N1-AFU-90-3
10 inmate classification | classification material  on  each | paper or microfilm | destroy after 20 years
records individual inmate copies in research | (See Notes 1 and 2).
collection No. 1 at | AUTH: N1-AFU-90-3
AFSPA/SPC
11 paper copies  or | destroy after 1 year.
microfilm service | AUTH: N1-AFU-90-3
prints in reference
collection No. 2
12 retrainees answer sheets of achievement test
achievement test | administered to retrainees
records
13 correctional custody | medical examiner's report, disciplinary destroy 3 months after
casefiles punishment letter, weekly evaluation end of month in which
sheet of arman's attitude and correctional custody
performance; airman's  persona terminated. AUTH:
history, and related documents N1-AFU-90-3
accumulated as a result of nonjudicial
action under Article 15, UCMJ
NOTE(S):

1. If microfilmed, destroy paper records after microfilm has been inspected and found acceptable.
2. Retire original camera master silver negative to the WNRC, 6 months after microfilm has been accepted, for destruction
after 20 years.
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TABLE 31-3 |

PRIVATE VEHICLE REGISTRATION AND SALE I

189

A

B

If the records are
or pertain to

consisting of

which are

then

M CX

private vehicle
registrations,
financia
responsibility
ownership

and

certificates of compliance-private
vehicle registration forms

destroy after departure
of registrant on PCS or
termination of
individual vehicle
registration or re
registration of vehicles.
AUTH: N1-AFU-90-3

registration identification label (See
Note)

registrant will destroy
on termination or
expiration of
registration or when
replaced by current
label. AUTH: N1-
AFU-90-3

record copies of military registration
and certificate of title of motor vehicle
forms

destroy 1 year after
termination of
registration, sale,
transfer of ownership,
shipment of vehicle to
USA or other country,
unless retention s
required by joint
service and/or  host
country agreement or
arrangement-in - which
case, destruction will
follow any records
extenson. Send to
gaining ingtallation on
intra-theater  transfers
(see rule 4). AUTH:
N1-AFU-90-3

temporary registration records

destroy 1 month after
the expiration date.
AUTH: N1-AFU-91-42

5 private motor vehicle
salestransaction

applications from military and civilian
personnel for purchase or sale of
privately owned motor vehicles

at overseas locations

destroy 1 year after
individual  completes
overseas tour. AUTH:
N1-AFU-90-3

NOTE: See table 36-2 for disposition of accountability forms such as AF Form 213, logs, registers, etc., used to issue sub-
blocks of installation private vehicle registration identification decals to official vehicle registration agents.
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TABLE 31-4 |
INFORMATION SECURITY PROGRAM |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
1 origina master listing by title and organization | at HQ AFSPA destroy after 5 years
classification of officials designated to exercise this (See Note 1). AUTH:
authority authority N1-AFU-88-37
2 at MAJCOM, FOA or | destroy when
DRU superseded or no longer
needed. AUTH: N1-
AFU-88-37
3 requests to add or delete officials to or destroy after 1 year.
from the master listing AUTH: N1-AFU-88-37
4 listing by incumbent's name and date | at HQ AFSPA destroy after 5 years
trained of officials designated to (note 1). AUTH: N1-
exercise original classification AFU-88-37
authority
5 at other levels destroy when
superseded or no longer
needed. AUTH: N1-
AFU-88-37
6 listing by incumbent's name and date | at MAJCOM, FOA or
trained of officials designated to | DRU
exercise original classification
authority in the absence of the primary
official
7 classification challenges to classification and destroy after 1 year.
evaluation reguests for mandatory review AUTH: N1-AFU-88-37
8 Ssecurity control | key issuelogs destroy 1 month after
records al entry spaces are
used and replaced by a
new log, if no longer
required. AUTH: N1-
AFU-88-37
9 forms used for identifying persons destroy when
responsible for storage facilities or superseded or no longer
containers, recording the opening, needed. AUTH: N1-
closing and checking of security type AFU-88-37
equipment, and results of room or area
Security inspection
10 authority to escort or destroy after 2 years.
handcarry classified AUTH: GRS 18, Item 1
material
11 handcarrying AF Form 1287 destroy 2 vyears after
classified material individual departs unit.

briefing statement

AUTH: GRS 18, Item 1
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TABLE 31-4 |
Continued. |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
12 emergency planning | plans which detail procedures and destroy when
responsibilities for emergency superseded or no longer
protection, removal, or destruction of needed. AUTH: N1-
classified material in case of natural AFU-88-37
disaster, civil disturbance, or enemy
action
13 security incidents findings by an official in determining | for NATO security | destroy after 3 years
if a compromise, possible compromise, | incidents (note 1). AUTH: N1-
inadvertent  access or  security AFU-88-37
deviation has occurred involving
classified information
14 for  other  security | destroy after 2 years
incidents (note 1). AUTH: N1-
AFU-88-37
15 access control | forms used to certify access to destroy when
records Restricted Data information in superseded, obsolete, or
possession of DOE or federal agencies no longer needed.
other than NASA, access lists, AUTH: N1-AFU-88-37
authority to open or close aarmed
areas, and similar types of records
16 nongovernment historical researcher | access granting | retain pending
certification not to disclose classified | authority office disposition  approval.
information AUTH: N1-AFU-88-37
17 Top Secret control Top Secret registers, its attached destroy 5 years after all
recel pts and destruction certificates register page entries
have  been made
inactive  (note  1).
AUTH: N1-AFU-88-37
18 access records and cover sheet destroy 2 vyears after
reflecting persons who have access to related Top  Secret
a particular Top Secret document or to material is destroyed,
whom the information has been transferred,
disclosed downgraded,
declassified, or retired.
AUTH: N1-AFU-88-37
19 Top Secret inventories destroy after 1 year.
AUTH: N1-AFU-88-37
20 record suspense | suspense records for classified material | on-loan suspenses destroy after 2 years or
receipt and | requiring a receipt give to the borrower,
destruction whichever is applicable
certificate file for (note 1). AUTH: N1-
secret material AFU-88-37
21 normal suspenses destroy upon return of
signed receipt. AUTH:
N1-AFU-88-37
22 receipt for classfied material, or | inactive records destroy after 2 years

destruction certificates

(note 1). AUTH: N1-
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TABLE 31-4 |
Continued. |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
AFU-88-37
23 (RESERVED) (RESERVED)
24 Ssecurity record copy of published editions and | at the issuing activity | destroy after 10 years
classification guides | changes, forms reflecting approvals, | or office of primary | (note 2). AUTH: N1-
revisons, reissuances, reviews or | responshbility AFU-88-37
cancdllations, and other related
records
25 information copies destroy when
superseded, obsolete or
no longer needed (note
3). AUTH: N1-AFU-
88-37
26 security termination | statements completed when | at unit of assignment destroy after 2 years
statements terminating access to special program (note 1). AUTH: N1-
material AFU-88-37
27 at 497 1G/INS because | destroy with
person refused to | individual's
acknowledge adjudication file (note
debriefing 4). AUTH: N1-AFU-
88-37
28 statements, including those pertaining | in the Unit Personnel | destroy after 2 years
to special program material, completed | Records Group | (note 1). AUTH: N1-
when individuals are debriefed upon | (UPRG) AFU-88-37
termination of employment or military
service, or contemplated absence from
duty or employment for 60 days or
more
29 at unit of assignment
for civilian personnel
30 at 497 1G/INS because | destroy with
person refused to | individual's
acknowledge adjudication file (note
debriefing 4). AUTH: N1-AFU-
88-37
31 NATO or | destruction  certificates,  receipts, | for COSMIC, | destroy 10 years after
International  Pact | registers, and disclosure records at the | COSMIC Top Secret | the material has been
Organization (1PO) | destroying subregistry ATOMAL or other | destroyed or transferred
control records IPO Top  Secret | to another registry or
material subregistry (note 1).
AUTH: N1-AFU-88-37
32 for NATO  Secret, | destroy 2 years after the
NATO Secret | material  has  been
ATOMAL, NATO | destroyed or transferred
Confidential to another registry or
ATOMAL, or IPO | subregistry (note 1).
Secret or Confidential | AUTH: N1-AFU-88-37
material
33 registers and receipts at control points | for COSMIC, | destroy 5 years after
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TABLE 31-4 |
Continued. |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
COSMIC Top Secret | record has been
ATOMAL, NATO | destroyed or returned to
Secret ATOMAL, | the servicing
NATO Confidential | subregistry (note 1).
ATOMAL AUTH: N1-AFU-88-37
34 logs, receipts, and destruction records | at control points or | destroy 2 years after the
for NATO Secret material user agencies material  has  been
destroyed or transferred
out of the activity (note
1). AUTH: N1-AFU-
88-37
35 Central United States Registry (CUSR) destroy 1 year after
approval  of  establishment  or disestablishment of
disestablishment of Air  Force subregistry or control
subregistries  and records  of point. AUTH: N1-
establishment or disestablishment of AFU-88-37
control points under a subregistry
36 individual record receipts in the active destroy when  the
accountability file records described on
the receipt are being
destroyed and have
been listed on
certificate of
destruction. AUTH:
N1-AFU-88-37
37 fooms used to formally record destroy upon
authorizations for access to NATO or termination of access.
IPO classified material AUTH: N1-AFU-88-37
38 special access | authorization to establish program, | a8 HQ AFSPA and | destroy 2 years after the
program reports, reviews and other related | program offices of | program is terminated
records primary responsibility | (note 1). AUTH: N1-
AFU-88-37
39 copies at other offices | destroy after 1 year.
AUTH: N1-AFU-88-37
40 program plans  and security | at program office of | destroy 2 years after the
instructions primary responsibility | program is terminated
(note 1). AUTH: N1-
AFU-88-37
41 copies at other offices | destroy when
superseded, obsolete, or
no longer needed.
AUTH: N1-AFU-88-37
42 fooms used to formally record destroy upon
authorization for access to specia termination of access
program material AUTH: N1-AFU-88-37
43 waivers or | authority to deviate or not comply with | approved destroy upon expiration
exceptions program requirements date or when no longer
needed. AUTH: N1-
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TABLE 31-4 |
Continued. |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
AFU-88-37
44 disapproved destroy upon return of
regquested action.
AUTH: N1-AFU-88-37
45 surveys, inspections | requests for open, unattended storage | approved destroy when obsolete
and programs | of classified material; establishment of or no longer needed.
reviews pneumatic tube systems; or authority AUTH: N1-AFU-88-37
for central destruction facilities
46 disapproved destroy upon return of
regquested action.
AUTH: N1-AFU-88-37
47 security inspections destroy after 1 year.
AUTH: N1-AFU-88-37
48 information security program reviews destroy after 1 year, or
upon completion of
next comparable visit,
whichever is later.
AUTH: N1-AFU-88-37
49 CUSR inspections of AF subregistries
and control points
50 information security | Agency Information Security Program | at HQ AFSPA destroy when no longer
reports Data Report needed. AUTH: N1-
AFU-88-37
51 at other levels destroy after 1 year.
AUTH: N1-AFU-88-37
52 code words and|forms used to account for the destroy 2 vyears after
nicknames assignment or cancellation of code codewords or
words and nicknames nicknames are
cancelled (note 1).
AUTH: N1-AFU-88-37
53 scientific and | security  sponsorship, including destroy after 1 year.
technical meetings requests for authorizations and AUTH: N1-AFU-88-37
notifications of meetings.
NOTE(S):

1. Retain in accumulating office until eligible for destruction. (EXCEPTION: On inactivation, see AFI 37-138.)

2. Retire after the system, program, or project is terminated or phased out of the inventory.

3. Identify if necessary general reference publications and technical/specialized reference materials for disposition control

purposes on AF Forms 80 and 82 at the discretion of the command records management officer.

4. Table 31-5 covers the disposition of individual adjudication files.
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TABLE 31-5 |
CENSORSHIP |
A B C D

R

U

L If the records are

E or pertain to consisting of which are then

1 censorship records to prevent transmission of | secondary censorship | destroy 6 months after

submission sheet information that might be useful to an | station copy Armed Forces

enemy, and to disseminate information
that might assist the US and its Allies

other thanrule 1

censorship has been
discontinued or after
condemned
communications are
disposed of. AUTH:
N1-AFU-90-3

destroy when no longer
needed as intelligence
source  material  or
reports of censorship
violations. AUTH: N1-
AFU-90-3

censorship  action
dip

dlips without extraction

destroy after 6 months.
AUTH: N1-AFU-90-3

dipswith extraction

destroy 6 months after
extractions have been
disposed of. AUTH:
N1-AFU-90-3

register of
censorship stamp
holders

destroy when
superseded. AUTH:
N1-AFU-90-3

censorship stamp
accountability
certificate

destroy 1 year after
assumption of
accountability by a new
custodian. AUTH: N1-
AFU-90-3

travelers censorship
certificate

destroy when the article
to which affixed has
been opened. AUTH:
N1-AFU-90-3

travelers censorship
extraction record

destroy 1 year after
items listed have been
disposed of. AUTH:
N1-AFU-90-3

censorship valuables
log

destroy after 1 year.
AUTH: N1-AFU-90-3
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TABLE 31-6 |
PERSONNEL INVESTIGATIONS |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
1 reports of | reports prepared outside AF furnished AF | returned to the AFOSI
investigations commanders districc or  AFOSI
activity from which
received when no
longer needed. AUTH:
N1-AFU-90-3
2 personnel  security | nonderogatory reports of personnel destroy after review and
investigations security investigations conducted by completion of clearance
DIS or after recording the
investigative data when
clearance action is
required. AUTH: N1-
AFU-90-3
201 reports conducted for local service destroy 3 months after
contractors  who  require  only contract is complete or
unescorted entry into restricted areas when the person for
whom it was conducted
terminates
employment, whichever
is sooner. AUTH: N1-
AFU-90-3
3 derogatory reports of personnel dispose of as prescribed
security investigations conducted by by AFR 40-732 or AFI
DIS 31-501, as applicable.
AUTH: N1-AFU-90-3
4 nonderogatory  investigative  files destroy after the results
received from the Office of Personnel have been recorded as
Management (OPM) required by AFl 31-
501. AUTH: N1-AFU-
90-3
5 derogatory reportsreceived from OPM | at Air Force Security | destroy on ultimate
Clearance Agency | disposition of the case,
(AFSCA) employeg's separation
from the AF or transfer
to another federa
agency. AUTH: N1-
AFU-90-3
6 criminal reports furnished commanders other dispose of as provided
investigations than thosein rule 7 in AFR 40-732 or AFI

31-501, as applicable,
or destroy on ultimate
disposition of the case
if action is not taken
under these regulations.
AUTH: N1-AFU-90-3
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TABLE 31-6 |
Continued. |
A B D
R
U
L If the records are
E or pertain to consisting of which are then
7 reports  furnished commanders, dispose of according to
consisting of documents incorporated disposition instructions
in records of legal proceedings such as of the legal actions
statements, affidavits, and similar involved. AUTH: N1-
matters AFU-90-3
8 counterintelligence dispose of as provided
investigations in AFR 40-732 or AFI
31-501, as applicable,
when action is taken
under these regulations.
AUTH: N1-AFU-90-3
9 loss or compromise | action  copies of investigations destroy 2 vyears after
of classified matter incorporated with reports sent to date of last action taken
commanders by final reviewing
authority. AUTH: N1-
AFU-90-3
10 other  copies of investigations destroy 1 year after date
forwarded with reports described in of last action taken,
rue9 provided such copies
have not been utilized
in processing cases
under AFR 40-732 or
AFl 31-501. AUTH:
N1-AFU-90-3
11 violations of security | reports pertaining to safeguarding of destroy 1 year after last
directives classified information that do not action taken. AUTH:
involve a subjection to compromise N1-AFU-90-3
consideration
12 incidents or persons | reports sent to commanders other than destroy on disposition
not under the control | thosein rule 13 of the case. AUTH:
of the Air Force N1-AFU-90-3
13 reports sent to commanders, which are dispose of according to
retained in intelligencefiles disposition instructions
of the intelligence files.
AUTH: N1-AFU-90-3
14 security casefiles complete casefiles at AFSCA see table 31-8. AUTH:
N1-AFU-90-3
15 duplicate case files other than those in
rule 14
16 record of action taken on cases | at AFSCA
adjudicated under AFl 31-501 and
AFR 40-732; transcripts  of
proceedings, with exhibits; and
memoranda, with official instruments
reflecting final decisions
16.01 | security case history | index cards giving summary of

record card

Security cases
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TABLE 31-6 |
Continued. |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
17 unknown  subjects | reports of investigations, wherein destroy after
investigations names of subjects are unknown, appropriate
conducted by AFOSI and forwarded to administrative  action,
commanders for review and action such as Report of
Survey, Damage
Property Report, etc., is
completed or when a
determination is made
that no other action is
contemplated. AUTH:
N1-AFU-90-3
18 presidential support | investigative reports, nominating | forwarded with | destroy upon receipt of
nominations correspondence, evaluations, | recommendations for | notification of selection
summaries, medical reports, | selection of the | from AFSCA. AUTH:
statements and recommendations, | nominee N1-AFU-90-3
including copies of such record at
elements in the nomination process
19 nonsdlected by a| hold until the
nominating  element | nominating commander
without forwarding the | determines that an
nomination to AFSCA | appeal to the
nonselection will not be
filed, then destroy the
investigative report and
hold the remaining part
of the nomination file
for 1 year, then destroy.
AUTH: N1-AFU-90-3
20 nonsel ected by
AFSCA or higher
review level
21 presidential support | letters of notification of selection for | a8 MAJCOMSs, base | destroy upon
assignment assignment to presidential support | Chiefs, Security Police | notification of
duties and units of | termination of duties or
assignment assignment. AUTH:
N1-AFU-90-3
22 at AFSCA destroy after 5 years or
upon reassignment,
whichever is later.
AUTH: N1-AFU-90-3
23 quarterly roster of personnel assigned | at AFSCA, | destroy when
to presidential support duties MAJCOMs, base | superseded. AUTH:
Chiefs, Security | N1-AFU-90-3
Police, and units of
assignment
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TABLE 31-7 |
INDUSTRIAL SECURITY PROGRAM |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
1 facility security | initial requests for FCL by contractor, | at security police unit | destroy 2 years after
clearance (FCL) justification for retention of clearance | providing security | termination  of FCL.
or termination of FCL, and related | oversight of contractor | AUTH: N1-AFU-88-38
records
2 security agreements | Security Agreement (DD Form 441),
Appendage to DOD  Security
Agreement (DD Form 441-1), Facility
Security Clearance Survey (DD Form
374), Letter of Notification of Facility
Clearance (DIS FL 381-R), and related
records
3 inspection reports Industrial Security Inspection Report destroy after 2 years,
(DD Form 696), letters of requirement, when unresolved
reports of contractor  corrective deficiencies are
actions, facility visit reports, and corrected, or when
related records adverse  trend in
contractor management
attitude is corrected,
whichever is . later.
AUTH: N1-AFU-88-38
4 security violations reports of security violations, and | at security police unit | destroy after 2 years.
reports wherein loss, compromise, or | providing security | AUTH: N1-AFU-88-38
suspected compromise of classified | oversight of contractor
information did not occur and higher command
levels
5 reports wherein 10ss, compromise, or destroy after 7 years if
suspected compromise of classified ion contractor facility
did occur information did occur remains active, 2 years
after facility security
clearance (FCL) is
terminated, or upon
inactivation of facility.
AUTH: N1-AFU-88-38
6 visit requests copies of requests to visit contractor | at security police unit | destroy after
facility located on Air Force | providing security | completion  of  visit.
installation. oversight of contractor | AUTH: N1-AFU-88-38
7 special accessfiles special access files, carveout contracts, destroy 6 months after
special security requirements records, contract or agreement
and copies of consultant agreements is terminated. AUTH:
N1-AFU-88-38
8 special visitor | long-term visitor agreements destroy 3 months after
agreements expiration of agreement

or completion of visit.
AUTH: N1-AFU-88-38
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TABLE 31-7 |
Continued. |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
9 Critical Nuclear | authorizations for access and briefing destroy 6 months after
Weapons Design | records for accessto CNWDI notification that access
Information is no longer required,
(CNWDI) or when superseded.
AUTH: N1-AFU-88-38
10 classification Contract  Security  Classification | at security police unit | destroy when contract
specification Specification (DD Form 254), and | providing security | is compl eted,
related records pertaining  to | oversight of contractor | superseded, or
classification, downgrading, | and higher command | classified information
declassification, and disposition levels in contractor's
possession is returned
or destroyed. AUTH:
N1-AFU-88-38
11 standard practice | classified information security | at security police unit | destroy 2 years after
procedures (SPP) procedures followed by the contractor | providing security | termination of FCL, or
oversight of contractor | when superseded.
AUTH: N1-AFU-88-38
12 industrial defense | classified information security | at security police unit | see table 63-3. AUTH:
surveys procedures followed by the contractor | providing security | N1-AFU-88-38
oversight of contractor
TABLE 31-8 |
PERSONNEL SECURITY PROGRAM |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
1 personnel  security | records of  personnd  security | at base security police | destroy 2 years after
clearance and access | investigation and clearance individual has been
separated from active
duty or has terminated
civilian  employment.
AUTH: N1-AFU-90-3
2 in the Unit Personnel | see table 36-12, rule
Record Group (UPRG) | 1.1. AUTH: N1-AFU-
90-3
3 emergency or  specid access | at units of assignments | destroy upon
certificates or documents and related | or issuing authorities | termination of access.
correspondence AUTH: N1-AFU-90-3
4 in a special security | see rules 23 through

file

25. AUTH: N1-AFU-
90-3
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TABLE 31-8 |

Continued. |

201

A

If the records are
or pertain to

consisting of

which are

then

oamr C X

limited access authorizations and
related correspondence

at units of assignment
or base security police

return  to  issuing
authority when access
authorization is
withdrawn or expires.
AUTH: N1-AFU-90-3

at issuing authorities

destroy 2 vyears after
limited access is
terminated. AUTH:
N1-AFU-90-3

personnel
investigation
requests

security

unit requests for investigation,
clearance or unescorted entry

destroy when no longer
needed. AUTH: N1-
AFU-90-3

request to DIS for an investigation,
verification of prior investigation and
tracers

destroy upon receipt of
investigation report or
response to  query.
AUTH: N1-AFU-90-3

10

duty and trave

restriction

records requesting, denying, approving
and verifying duty and trave
restrictions

at base security police
or CCPO and issuing
authorities

destroy upon
termination of
restriction. AUTH:
N1-AFU-90-3

11

12

personnel  security
guestionnaires

completed personal history statements,
personnel security questionnaires, or
comparable forms

in the UPRG

destroy after annotating
DD Form 214 per AFI
31-501, or upon
termination of
restriction. AUTH:
N1-AFU-90-3

see table 36-12, rule
1.1. AUTH: N!-AFU-
90-3

at base security police,
units of assignment,
MPF, CCPF

destroy when
employment is
terminated. AUTH:
N1-AFU-90-3

13

security termination
Statements

see table 31-4. AUTH:
N1-AFU-90-3

14

15

15.01

Classified
Information
Nondisclosure
Agreements (NdAS)

for military personnel

see table 36-12, rule 1.
AUTH: N1-AFU-90-3

for civilian personnel

(in OPF)

see table 36-26, rule 8.
AUTH:
GRS18,I TEM25

for civilian personnel
(not in OPF)

destroy after 50 years
(note). AUTH:
GRS18,ITEM25

16

civilian
documents

security

security termination statements

completed upon
termination of

see table 31-4. AUTH:
N1-AFU-90-3
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TABLE 31-8 |
Continued. |
A B C D

R

U

L If the records are

E or pertain to consisting of which are then

employment

17 completed upon

termination of special
access

18 duty and travel restriction seerule 9. AUTH: N1-
correspondence AFU-90-3

19 clearance certificates or records of seerulel. AUTH: N1-
completed investigations AFU-90-3

20 access  certificates  or related see rules 3 through 6.
correspondence AUTH: N1-AFU-90-3

21 persona history statements or similar see rule 12.  AUTH:
forms N1-AFU-90-3

22 any record not covered in rules 16 destroy when the record
through 21 is no longer needed or

upon termination of
employment  AUTH:

N1-AFU-90-3
23 special security files | unfavorable personnel security | at base security police | destroy after favorable
(SSF) information, investigative reports, | until decision to close | decison by  local
correspondence, and related records file favorably/ | commander, or send to
unfavorably AFSCA if not closed
favorably. AUTH: N1-

AFU-90-3

24 (RESERVED) (RESERVED)

25 unfavorable personnel security | at base security police | destroy upon receipt of
information, investigative reports, | until final decision is | final decision from 497
correspondence, and related records received from 497 | IG/INS. AUTH: N1-

IG/INS AFU-90-3
26 special security case | complete case files, including case | a 497 IG/INS, if not | destroy 20 years after
files summaries, memoranda of final | closed favorably final decison. AUTH:
decision correspondence, letters of N1-AFU-90-3
intent to deny or revoke clearance or to
deny digibility for assignment to
sensitive  positions,  exhibits, and
related case records for cases
adjudicated under AFI 31-501 and AFI
36-702
26.01 a 497 |IG/INS, if | destroy 1 vyear after
closed favorably final decison. AUTH:
N1-AFU-90-3
27 duplicate case files at local bases until | destroy after  fina
final decisonismade | decison is receved
from 497 IG/INS.
AUTH: N1-AFU-90-3
28 security case history | index card giving summary of security | at 497 IG/INS destroy 20 years after

records

cases

final decison or when
no longer needed,
whichever is later.
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TABLE 31-8 |

Continued. |

203

A

mrCX

If the records are
or pertain to

consisting of

which are

then

AUTH: N1-AFU-90-3

foreign travel

personal foreign travel reports from
personnel  with security clearances,
and related records

at security manager

destroy after 5 years.
AUTH: N1-AFU-89-25

NOTE: NdAs are maintained in a separate file if unable to include them in individual official personne folders (OPFs).

TABLE 31-9 |
DEFENSE COURIER SERVICE (DCS) |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
1 receipt to sender Receipt to Sender (DCS Form 1) at DCS dations and | destroy after 2 years.
agencies AUTH: N1-AFU-91-3
2 authorization record | Authorization Record (DCS Form 10) | at DCS stations
3 at agencies destroy when
superseded. AUTH:
N1-AFU-91-3
4 transfer form DCS Transfer Form (DCS Form 32) at DCS dations and | destroy after 2 years.
agencies AUTH: N1-AFU-91-3
5 credentials Courier Credential (DCS Form 9) at HQ DCS and DCS | destroy at expiration or
stations courier transfer from
DCs. AUTH: N1-
AFU-91-3
6 DCS routes scheduled  itineraries  for  the | at DCS stations and | destroy when
transportation of material agencies superseded. AUTH:
N1-AFU-91-3
7 administrative and | data in computer in the Defense | at HQ DCS and DCS | destroy (delete) when
operational Courier  Automated Management | stations entry is no longer valid.
System (DCAMYS) AUTH: N1-AFU-91-3
8 data on computer tapein DCAMS at HQ DCS destroy when no longer
needed. AUTH: N1-
AFU-91-3
9 DCAMS data printouts (administrative | at HQ DCS and DCS
records) stations
10 DCAMS data printouts (operational | at HQ DCS destroy when no longer
records) needed. AUTH: N1-
AFU-91-3
11 account DCS Worldwide Master Account | at HQ DCS and DCS | destroy after 3 months.
identification  and | (WWMA) Data (DCS Form 25) stations AUTH: N1-AFU-91-3

service information
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TABLE 31-9 |
Continued. |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
12 datain the WWMA Database at HQ DCS destroy (delete) when
entry is no longer valid.
AUTH: N1-AFU-91-3
13 WWMA data printouts (account | at HQ DCS and DCS | destroy after 2 years.
identification) stations AUTH: N1-AFU-91-3
14 WWMA data printouts (service | at DCS stations
information)
TABLE 31-10 |
PHYSICAL SECURITY |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
1 physical security | test, survey, and inspection reports destroy 1 year after
operations action completed or
evaluations after next inspection,
whichever is later.
AUTH: N1-AFU-90-3
1.01 | security systems intrusion detection system plans, | at security police and | destroy 1 year after
proposals, and authorizations operating activities | system is removed from
(SeeNote 1) facility. AUTH: N1-
AFU-90-3
1.02 contracts, work orders, drawings, destroy 1 year after
specifications system is removed from
facility, when obsolete
or no longer needed,
whichever is sooner.
AUTH: N1-AFU-90-3
2 Ssecurity system | reports on intrusion detection alarm | at MAJCOMs retire as permanent
performance data system performance (See Note 2). AUTH:
NC-174-159
3 below MAJCOMs destroy after 1 year.
AUTH: N1-AFU-90-3
4 records of visitors requests for visits to restricted areas destroy 3 months after
completion  of the
vigt(s). AUTH: N1-
AFU-90-3
5 authorization for contractorsto visit in destroy 1 month after
connection with classified matters termination of
authorization. AUTH:
N1-AFU-90-3
6 installation security | master plan destroy 1 year after
plan being superseded.

AUTH: N1-AFU-90-3
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TABLE 31-10 |
Continued. |

A B C D

R

U

L If the records are

E or pertain to consisting of which are then

7 other than master plan destroy when
superseded. AUTH:
N1-AFU-90-3

8 application for aerial | records regarding granting licenses to destroy after 3 months.

photographic license | foreign nationals to take aerial AUTH: N1-AFU-90-3
photographs, resulting in favorable
information

9 resulting in unfavorable information destroy after 2 years.
AUTH: N1-AFU-90-3

10 restricted area see table 36-2. AUTH:

identification N1-AFU-90-3
credentials

11 security deviations deviations from criteria contained in | approved destroy 1 month after

AFl 3l-series directives and related expiration date, when

records reason for deviation no
longer exists, or on
cancellation of
deviation, whichever is
sooner.  AUTH: NI1-
AFU-90-3

12 disapproved destroy 1 month after
final action of
approving  authority.
AUTH: N1-AFU-90-3

13 (RESERVED) (RESERVED)

14 identification codes | sign/countersign and duresslists destroy when
superseded or
compromised. AUTH:
N1-AFU-90-3

15 nuclear weapons | listings of nuclear weapons convoy destroy after 1 year.

movement off-base movements and related records AUTH: N1-AFU-90-3
NOTE(S):

1. Civil engineering, budget and procurement activities maintain records relating to intrusion detection equipment (IDE)
systems in the appropriate series for their functional area.

2. Transfer recordsto the National Archivesin 5-year blocks when latest record is 25 years old.
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TABLE 31-11 |
MISSILE SECURITY RECORDS |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
1 security dispatch predispatch notification used to notify destroy after 3 months
key and code control center of or when no longer
requirement for a dispatch needed, whichever is
later. AUTH: N1-
AFU-90-3
2 approved dispatch notification used to destroy after 1 month.
notify flight security control and AUTH: N1-AFU-90-3
missile combat crews of an approved
dispatch
3 dispatch records used to manage destroy after 1 year.
dispatch of security escorts and AUTH: N1-AFU-90-3
camper alert team members
4 security messagelog | alarom  sSituations used to record destroy after 3 months.
security alert messages AUTH: N1-AFU-90-3
5 helping hand and covered wagon see table 31-1. AUTH:
reports used to record upchanneed N1-AFU-90-3
reports
6 Security response flight time-distance response matrix destroy after 1 year.
which are specific response criteria for AUTH: N1-AFU-90-3
alarms
7 key and code control | registers, and material handling see table 33-1. AUTH:
records used to issue, transfer, and N1-AFU-90-3
destroy National Security Agency one-
time code tables
8 physical minuteman camper inspections used to destroy after 1 year.
examinations record discrepancies of self-contained AUTH: N1-AFU-90-3
unit
TABLE 31-12 |
ANTITERRORISM RECORDS |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
1 antiterrorism reports and correspondence related to | at HQ USAF/SPO destroy after 2 years or
services devel opment of antiterrorism when no longer needed,
programs for US  Government whichever is later.
agencies, DOD/USAF Commanders AUTH: N1-AFU-90-3
2 at other HQ USAF | destroy after 1 year or

offices and commands

when no longer needed,
whichever is later.
AUTH: N1-AFU-90-3
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TABLE 31-12 |
Continued. |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
3 antiterrorism reports of antiterrorism | at HQ USAF/SPO destroy after 2 years or
briefings/training briefinggdtraining related to the when no longer needed,

terrorist threat at a particular area and
general threat in large overseas areas,
including techniques that can be
employed to counter the threat

whichever is later.
AUTH: N1-AFU-90-3

a other HQ USAF
offices and commands

destroy after 3 months
or when no longer
needed, whichever is
later. AUTH: N1-
AFU-90-3

32. Civil Engineering. These tables cover records on all aspects of Air Force Civil Engineering including real property
assets (acquisition and transfer). These tables also include contracting, design, construction, repair, renovation,
management and maintenance, fire protection, management, planning of contingency wartime activities (including RED
HORSE, Prime BEEF, Air Base Operability and Disaster Preparedness), government-owned or controlled housing used by
the Air Force, implementation of national policy goals on environmental restoration, compliancy, pollution prevention,
planning and cultural and national resource protection.

TABLE 32-1 |
ENVIRONMENTAL PLANNING |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
1 pollution  incident | telegraphic details of the incident at HQ | destroy after 1 year or
report, including USAF/MAJCOMs when no longer needed
ust  spill and (note 6). AUTH: N1-
rel ease report AFU-90-3
2 telegraphic details of the incident at installations destroy after 5 years
(note 6). AUTH: N1-
AFU-90-3
2.01 | emergency notices of | records on incidents/violations which retire as permanent
pollution incidents | result in wide public interes, (note 7). AUTH: N1-
or environmental | congressional inquiry or investigation, AFU-87-18
violations or possible change in relations with a
foreign nation
3 environmental project description, discussion of | at MAJCOMs/bases destroy when no longer
assessments environmental impact of the project needed (See Note 5).
and related papers AUTH: N1-AFU-90-3
4 draft or final | detailed project description and | at HQ USAF
environmental discussion of environmental impact of
statement or | the project and related papers
overseas

environmental
studies
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TABLE 32-1 |
Continued. |

A B C D

R

U

L If the records are

E or pertain to consisting of which are then

5 a MAJIOMs and

bases

5.01 | Environmental minutes of meetings destroy after 10 years.
Protection AUTH: N1-AFU-90-53
Committee Mesting
Minutes

5.02 | Environmental data submission destroy after 2 years.
Pollutant Control AUTH: N1-AFU-90-3
Report,

Environmental
Management-By-
Objectives, or Trash
and Waste Recycling
Proceeds Report

6 National ~ Pollutant | wastewater discharge applications and | at bases/stations retain for 3 years after
Discharge permits the expiration date of
Elimination System the permit (See Note
(NPDES) 1). AUTH: N1-AFU-
applications/permits 92-7

7 at MAJCOMs destroy when

superseded or obsolete
(See Note 6). AUTH:
N1-AFU-87-18
8 pollutant  analysis | records and information resulting from | & MAJCOMs and | destroy after 3 years.
reports (See Note 2) | monitoring activities, including those | bases (See Note 6). AUTH:
required by NPDES permits; including N1-AFU-90-3
all records of analyses performed, and
calibration and maintenance of
instrumentation and recordings from
continuous monitoring
instrumentation
9 at USAF Occupational | destroy after 10 years.
Environmental Health | AUTH: N1-AFU-90-3
Laboratory (USAF
OEHL)

10 violations of [ reports on  violations/compliance | at HQ USAF, | destroy 3 years after the
environmental agreements and actions taken prepared | MAJCOMs Regional | last action taken to
standards and submitted electronically by bases | Compliance  Offices | correct the violation.

and bases (See Note 6). AUTH:
N1-AFU-90-3
10.01 | notices of violation | official  notices received  from | MAJCOMS, Regional | destroy 2 years after
and compliance | regulatory agencies and any other | Compliance Offices, | compliance has been
agreements related correspondence bases achieved. (See Note 6).
AUTH: N1-AFU-90-3

11 sampling point a installation bio- | destroy when
master record environmental installation closes or

engineering activities | AF is rdieved of
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TABLE 32-1 |
Continued. |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
accountability. AUTH:
N1-AFU-90-3
12 emission inventory inventory report, tables, monitoring destroy when updated
reports, Prevention of Significant inventory is prepared
Deterioration (PSD) survey results, (note 6). AUTH: N1-
and related correspondence and AFU-90-3
reports
13 accumulation  and | statistical summaries of quantitiesand | a8 MAJCOMs, San | destroy 3 years after
disposition of | methods of disposition Antonio Air Logigtics | date of summary (note
recoverable and Center and | 6). AUTH: N1-AFU-
waste petroleum installations 90-3
products
14 environmental plans and supporting data for spill destroy when obsolete,
management and | prevention control and counter- superseded or no longer
contingency plans measures plan; oil and hazardous needed. AUTH: N1-
substance pollution contingency plan; AFU-87-18
hazardous waste plan; hazardous
waste treatment, storage, and disposal
facility —operation plan; traffic
abatement plan; and similar plans
15 operations and | detailed facility description, | bases/stations destroy after 50 years
maintenance of Solid | correspondence, permits, and related (See Notes 3, 4 and 5).
Waste Disposal | records AUTH: N1-AFU-90-3
Facilities  (landfill
operations)
16 Installation reports, studies, and related | at HQ USAF, | destroy 50 years after
Restoration Program | correspondence MAJCOMsand bases | restoration (note 4).
AUTH: N1-AFU-87-18
17 hazardous and toxic | reports, documents, studies, hazardous | at HQ USAF, | destroy 50 years from
waste management waste/PCB manifesting and disposal | MAJCOMs and bases | the date of the record or
records (including contracts), and in  January 2031,
related documents whichever is later (See
Note 4). AUTH: N1-
AFU-90-3
18 Halon 1211 and | where and how much halon is used destroy after 2010.
Halon 1301 reports | and stored AUTH: N1-AFU-92-7
19 environmental and | records related to the training of destroy 3 vyears after
natural resources | personnel  in  hazardous waste employee last worked
data training management procedures (including at the facility, or until
contingency plan implementation) facility closure.
relevant to the employees position AUTH: N1-AFU-93-4
NOTE(S):

1. When AF is relieved of accountability or when the AF installation no longer discharges pollutants, retain the last
NPDES application/permit for 10 years, then destroy. If alonger retention period is required, submit a request for extension
to SAF/AAIQ.
2. Seetable 48-5 for drinking water analyses.
3. Landfill operations (Solid Waste Disposal Facilities) must be identified on master plans, real property facility record, etc.
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(See table 32-14, Real Property Accountable Documentation, and table 32-17, Air Base Planning Records.)

4. Destroy 50 years from the date of the establishment of the documentation or 50 years after the enactment of P.L. 96-510,
11 December 1980, whichever is later (Section 103, P.L. 96-510). If the Administrator of the Environmental Protection
Agency (EPA), the EPA regional administrator, the state or local environmental officials, or the installation commander
require a longer retention period for the protection of the public health or welfare, submit a request to SAFAAIQ for
approval of the revised retention period and hold the recordsin a"pending disposition™ status.
5. Not authorized for staging area and/or retirement to federal records centers.
6. Comply with rule disposition or the Local/State/Federal requirements, whichever islater.

7. Transfer to National Archivesin 5 years blocks when the latest recordsin the block are 25 years old.

TABLE 32-2 |
LAND, FACILITY AND ENVIRONMENTAL PLANS, PROGRAMS, PROJECTS |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
1 Air Installation | studies and amendments retire to the National
Compatible Use Archives when AF is
Zone (AICUZ) relieved of
accountability for the
installation (See Note).
AUTH: N1-AFU-92-9
1.01 (RESERVED) (RESERVED)
2 case files of correspondence and destroy when
supporting records superseded or when AF
is relieved of
accountability for the
installation. AUTH:
N1-AFU-90-3
3 maps and overlays (vicinity/flight destroy when AF is
track/accident potential zone relieved of
(APZ)/ncise zone, compatible use accountability for the
district (CUD)) installation. AUTH:
N1-AFU-90-3
4 operational and maintenance data, destroy when AF is
consisting of forms, letters and related relieved of
records concerning flight tracks, types accountability for the
of aircraft, number of operations, installation AUTH:
altitudes, aircraft ground maintenance N1-AFU-92-9
operations, etc.
4.01 (RESERVED) (RESERVED)
4.02 computer listing of operational and destroy when AF is
maintenance data relieved of
accountability for the
installation. AUTH:
N1-AFU-92-9
5 AICUZ Handbook at any organizational | destroy when obsolete,
level superseded or no longer
needed. AUTH: N1-
AFU-90-3
6 AlCUZ Implementation and

Maintenance Plan with supporting
data
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TABLE 32-2 |
Continued. |
A B D
R
U
L If the records are
E or pertain to consisting of which are then
7 Coastd Zone | letters, messages, consistency destroy when
Management, determinations, state plans, superseded, or retire or
Floodplain Environmental Impact Statements destroy with the project,
Management and | (ElSs), etc. program or plan which
Wetlands Protection they support. AUTH:
Actions N1-AFU-90-3
8 controversial issues | letters, messages, media releases, destroy 7 years after the
reports, analyses, etc. controversy has been
cleared or when AF has
been relieved of
accountability for the
installation. AUTH:
N1-AFU-90-3
9 Memoranda of | letters, messages, comments on MOUs destroy when
Understandings superseded. AUTH:
(MOUs) N1-AFU-90-3
10 Executive Order | letters, messages, comments dispose of with related
12372, project, program, plan
Intergovernmental which they support.
Review of Federal AUTH: N1-AFU-90-3
Programs
submissions

NOTE: Upon retirement to the National Archives, the records covered by rule 1 will be screened by the National Archives
Center for Cartographic and Architectural Archives, and only selected map enclosures will be retained permanently while
the remainder of the records will be destroyed by the National Archives.

TABLE 32-3 |
HISTORIC PRESERVATION PROGRAM |
A B C D
R
U
L If the records are
E or pertainto consisting of which are then
1 historic preservation | all records pertaining to the historic disposition  pending.

preservation program

AUTH: Unscheduled
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TABLE 32-4 |
CIVIL ENGINEER DATA AUTOMATION PROGRAM RECORDS |
A B C D

R

U

L If the records are

E or pertain to consisting of which are then

1thru 1l | (RESERVED) (RESERVED)

12 data reports daily labor, material audit, monthly destroy after 1 month.
labor analysis, monthly cumulative AUTH: N1-AFU-90-3
summary, and comparable reports

13 daily labor analysis, and work status destroy after receipt of
reports weekly report. AUTH:

N1-AFU-90-3

14 weekly labor analysis report destroy after receipt of
monthly labor analysis
report. AUTH: N1-
AFU-90-3

15 monthly cumulative work order cost destroy after 4 years,
and analysis (for completed work provided requirements
orders), current month's cost ledger, of table 653 are
monthly  cumulative cost, and accomplished. AUTH:
monthly family housing cost ledger N1-AFU-90-3
reports

16 monthly cumulative work order cost destroy on receipt of
and analysis for incomplete work succeeding months
orders report. AUTH: N1-

AFU-90-3

17 base BRASS AFMC summary, base destroy after 3 months.
BRASS team/grade  summary, AUTH: N1-AFU-90-3
command BRASS AFMC summary,
command BRASS posture by AFMC,
and command Prime BEEF error list

18 facility historical report showing destroy when
costs by facility and by FY superseded.  AUTH:

N1-AFU-90-3
TABLE 32-5 |
INDUSTRIAL ENGINEERING |
A B C D

R

U

L If the records are

E or pertainto consisting of which are then

1lthru4 | (RESERVED) (RESERVED)
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TABLE 32-6 |
CIVIL ENGINEERING RESOURCES AND WORK FORCE MANAGEMENT |

A B C D

R

U

L If the records are

E or pertain to consisting of which are then

1 BCE brochures pertinent data concerning an air base, see table 37-7. AUTH:
its organization, and function which N1-AFU-90-3
serves as reference in management,
planning, programming, and as a
guide for visitors when appropriate

2 maintenance, reports of maintenance and repair | at HQ | destroy after 2 vyears.

inspection and | activity on buildings, pavements, | USAF/MAJCOMSFO | AUTH: N1-AFU-90-3
progress reports grounds, and utility systems, with | As and subordinate
related papers commands
3 at bases/stations destroy on completion
of subsequent
inspection  or  test.
AUTH: N1-AFU-90-3
4 reports of deficiencies noted destroy when
deficiencies are
corrected. AUTH: N1-
AFU-90-3

5 (RESERVED) (RESERVED)

6 facility folders forms, such as condition survey series destroy when recorded
(as appropriate), work orders, work data is transcribed for
requests, project lists, job orders file in summary form,
(completed), with disposal plans, and or on inactivation of
exceptions to criteria and/or waivers installation and transfer
which are kept in an active status by to the support base civil
summarizing data to consolidate files engineer  responsible

(EXCEPTION: if a
facility is abandoned,
demolished, sold, or
salvaged, destroy when
accountability is
dropped from  real
property account).
AUTH: N1-AFU-90-3

7 work control construction permits, work orders, destroy 2 years after
work requests, material cost transfers, work completion.
materials and equipment lists at AUTH: N1-AFU-90-3
bases/stations

8 service call log, job orders, job order destroy after 1 vyear.
logs, work schedules, multiple shop AUTH: N1-AFU-90-3
job schedules, job order schedules

9 schedule reports destroy after 60 days or

when no longer needed,
whichever is later (See
Note).  AUTH: N1-
AFU-90-3

10 work center bench stock availability destroy after 6 months.
reports, materials support evaluations AUTH: N1-AFU-90-3

11 recurring work lists, collection work destroy when
order number lists, work authorization superseded. AUTH:
lists N1-AFU-90-3

NOTE: Not authorized for retirement to a federal records center.
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TABLE 32-7 |
PROGRAMMING CIVIL ENGINEER RESOURCES |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
1 major and minor | annual (FY) MILCON records and | at HQ USAF/CE retire as permanent a
congtruction essential  supporting evidence (line master copy of each
programs, including | listings) program document
P-341, NAF, and with line listing. (note
O&M by contract 2) AUTH: N1-AFU-
85-21
2 extra or reference copy records of destroy when no longer
MILCON, P-341, NAF, and O&M needed (EXCEPTION:
programs retain one copy of each
document for 5 years
after program  year
involved, or until no
longer needed, then
destroy). AUTH: N1-
AFU-90-3
3 construction project justifications, site destroy 4 vyears after
plans, maps, definitive drawings, year  program  was
photographs, machine tabulations, enacted into law, or
listings, EAM cards tapes, narrative when no longer needed,
reports,  studies,  correspondence whichever is later.
relatingtorule 1 (note 1) AUTH: N1-
AFU-90-3
4 line item projects | program submissions, correspondence, | a8 MAJCOMs and | hold for monitoring
(that are approved) reports, and other related papers bel ow and control purposes:
for disposition see table
32-18. AUTH: N1-
AFU-90-3
5 line item projects hold for resubmission
(not accepted for purposes; if not
current construction approved after 5 years,
program) destroy. AUTH: N1-
AFU-90-3
6 budget authorization | USAF construction program document | at HQ USAF/CE retire the final issuance
(the construction funding as permanent (See Note
authorization) 2). AUTH: N1-AFU-
85-21
7 superseded changes and/or revisions of destroy 6 years after
funding authorizations superseded. AUTH:
N1-AFU-90-3
8 a MAJICOMs and | destroy 2 years after
bel ow superseded. AUTH:
N1-AFU-90-3
9 statistical summaries, tabulations, destroy after 2 years or

workshesets, correspondence, and other
data relating to apportionment request,
fund allocations, reallocations,
withdrawals, and the transfer of funds

when no longer needed,
whichever is sooner.
AUTH: N1-AFU-90-3




AFMAN 37-139 1 March 1996 215
TABLE 32-7 |
Continued. |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
10 project casefiles estimates, project approval and | areapproved projects | destroy eight years after
funding information, work orders, completion and final
engineer drawings, diagrams, payment of settlement
specifications, materials approval, and of the project.
other related data (EXCEPTION: Should
an officia inquiry
thereon be made at any
time during or after
final settlement of any
claim, retain files for 2
additional years).
AUTH: N1-AFU-90-3
11 are disapproved | destroy on
projects determination that their
accomplishment is no
longer required.
AUTH: N1-AFU-90-3
12 manufacturer's catalogs destroy when no longer
troubleshooting instructions, needed. AUTH: N1-
maintenance ingtructions, parts lists, AFU-90-3
and related papers which do not
duplicate other records on file
13 project informational | project data, correspondence reports, | pertain  to  projects | destroy when no longer
and control files and other related papers approved a lower | needed. AUTH: N1-
echelons AFU-90-3
14 program reports monthly reports of repair, minor destroy when no longer
construction, modification, and needed. (EXCEPTION:
operation and maintenance projects Destroy the 30
proposed or in progress September report after
5 years, or when no
longer needed,
whichever is later.)
AUTH: N1-AFU-90-3
NOTE(S):

1. Explosive site planning generated by AFMAN 91-201 will be disposed of in accordance with table 91-4, rule 5.

2. Transfer to National Archivesin 10-year blocks when latest documents are 30 years old.
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TABLE 32-8 |
FACILITIESBOARD |
A B C D

R

U

L If the records are

E or pertain to consisting of which are then

1 minutes of meetings | approved  Facilities Board (FB) |at MAJCOMSmajor | destroy after 5 years.

minutes serving as final approval for | subordinate AUTH: N1-AFU-90-3
funding O&M projects commands/bases/
stations

2 (RESERVED) (RESERVED)

3 in membersfile destroy when no longer
needed, or after 1 year,
whichever is sooner
(EXCEPTION:  when
interfiled with related
projects, the disposition
governing the project
applies). AUTH: N1-
AFU-90-3

4 at activities other than | destroy after 1 year

rulesl and 3 (EXCEPTION:  when

interfiled with related
projects, the disposition
governing the project
applies). AUTH: N1-
AFU-90-3

TABLE 32-9 |

NATO INFRASTRUCTURE PROGRAM |

A B C D

R

U

L If the records are

E or pertain to consisting of which are then

1 Project case files | facilities projects, site plans, maps, | at HQ USAFE/RSICA, | destroy  after  Joint

(U.S. records in | drawings, studies, correspondence and | NATO Infrastructure | Formal Acceptance
support of the NATO | a copy of the infrastructure disbursing | Division Inspection (JFAI) and
Infrastructure vouchers for Prefinanced Projects (See audit by the NATO
Program) Note) Board of Auditors.

AUTH: N1-AFU-90-3

NOTE: A copy of the vouchers will be kept with the prefinanced project files. The original vouchers will be sent by the
AFO to HQ DFAS-DE per table 177-5, rule 4.1 with the original accounts described in table 177-5, rule 1.
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TABLE 32-10 |
REAL PROPERTY MANAGEMENT |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
1 real property case | correspondence, reports, studies, retire as permanent
files maps, charts, drawings, copies of upon inactivation of
legal instruments, delegations of the ingtalation (See
authority, excess real property Notes 1, 2 and 3).
declarations, real estate planning AUTH: NC1-AFU-77-
reports (REPRs), and related data; 38
copies of in grant legal instruments;
floor plans, special orders;
correspondence; reports and other
related data concerning AF directly-
leased real property; computer
generated Space
assignment/termination space to AF
in GSA space; and related case
material
2 separate collection of REPRs at MAJCOMS destroy 1 vyear after
land is  acquired,
completed construction
is accepted by the
using agency, or line
item is dropped from
MCP, whichever is
applicable. AUTH:
N1-AFU-90-3
3 survey and special | special studies conducted on an "as | at AFREA/MI file in rea property
studies requested” basis, such asreal property case file (rule 1).
studies and studies of leased real AUTH: N1-AFU-90-3
property in CONUS and overseas
4 a MAJCOMs and | destroy when
major subordinate | superseded by later
commands study or survey or after
2 years, whichever is
later AUTH: N1-
AFU-90-3
5 at bases/stations destroy when
superseded.  AUTH:
N1-AFU-90-3
6 federal  legidlative | correspondence, reports,  studies, file in real property
jurisdictional decisions, legal opinions, and related case file (rule 1).
matters data AUTH: N1-AFU-90-3
7 work  papers and  background destroy when no

supporting data

longer needed or after
1 year, whichever is
sooner.  AUTH: N1-
AFU-90-3
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TABLE 32-10 |
Continued. |
A B C D

R

U

L If the records are

E or pertain to consisting of which are then

8 annual summary of | annual summaries of all real property destroy after 3 years.
real property | acquisitions and disposals that AUTH: N1-AFU-90-3
transfer actions involve an estimated value between

$25,000 - $200,000 each (RCS: SAF-
MII(A)8701(PL).
9 nonindustrial brochures, card indices, formal | approved for | incorporate with rule
facility mobilization | reports of facility allocation (DD | acquisition 1. AUTH: N1-AFU-
Form 26-2), and related data 90-3
pertinent to the acquisition and
allocation of facilities available in
event of an all-out mobilization
10 not approved for | destroy on
acquisition determination that
facility no longer
meets AF
requirements. AUTH:
N1-AFU-90-3

11 waivers and | correspondence, maps, drawings, and destroy 1 vyear after

clearances related data concerning requests for renewal reguest, or
waivers of flight and navigation when obstruction is
obstruction and lateral air field removed or eiminated,
clearances and/or when AF is
relieved of
accountability for the
installation, whichever
issooner. AUTH: N1-

AFU-90-3

12 thru 14 | (RESERVED) (RESERVED)

15 changes in | requests approved by DOD, HQ | at bases  which | see table  32-14.
utilization of real | USAF, MAJCOMSs and bases maintain the real | AUTH: N1-AFU-90-3
property facilities property accountable

records

16 at AFREA/MI, | destroy when  no
MAJCOMs and bases | longer needed.
that keep information | AUTH: N1-AFU-90-3
copies only

17 requests disapproved by DOD,

AFREA/MI, MAJCOMSs and bases
NOTE(S):

1. On derequisitioning or return of real property to alocal (CONUS) or foreign (overseas) government, major subordinate
commands and base/station activities, forward their records to the next higher level of command, where they are held until
it is determined that no claim will be filed against the United States. All machine listings other than those shown in rule 1,
column B, areto be disposed of when superseded.

2. Transfer to the National Archives 30 years after the unconditional sale or release by the government of all conditions,
restrictions, mortgages or other liens.
3. Maintain records as current records until inactivation of installation, at which time they will be retired as permanent.
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TABLE 32-11 |
REAL PROPERTY INVENTORY |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
1 AF inventory of real | published inventory documents at AFREA/MI retire as permanent a
property master copy of each
document published
(See Note 1). AUTH:
NC1-AFU-83-36
2 correspondence and form reports, such destroy when
as USAF real property inventory detail superseded, obsolete or
list, USAF land change report, and after 2 years, whichever
USAF ingallations characteristics is sooner. AUTH: N1-
report, machine listings, EAM cards AFU-90-3
and EDP tapes
201 magnetic tape of the Air Force | at AFREA/MI erase after 5 vyears
inventory of real property AUTH: N1-AFU-90-3
3 feeder reports, background and/or [ a8 MAJCOMs and | destroy when
source data major subordinate | superseded, obsolete or
commands after 1 year, whichever
is sooner. AUTH: N1-
AFU-90-3
4 retained USAF characteristics report at bases/stations retire as permanent
when AF is relieved of
accountability for
installation (See Note
2). AUTH: NC1-AFU-
83-36
4.01 retained USAF characteristic reports | at MAJCOMs destroy when
to include off-base installations and superseded, obsolete, or
SAF-MII(A)9305,  Annual Real after 1 year, whichever
Property Utilization Review is sooner. AUTH: N1-
AFU-90-3
5 retained inventory reports other than | at bases/stations destroy when
reports in rule 4, and related superseded, obsolete or
supporting data after 1 year, whichever
is sooner. (NOTE: see
table 32-14 if base is
inactivated or
transferred) AUTH:
N1-AFU-90-3
NOTE(S):

1. Those records created before 1983 will be transfer to the National Archives when 50 years old. Those records created
after 1982 will be transfer to the National Archivesin 5-year blocks when the most recent records in the block are 25 years

old.

2. Transfer to National Archives 30 years after base inactivation.
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TABLE 32-12 |
LEASED REAL PROPERTY CASE FILES |
A B C D

R

U

L If the records are

E or pertain to consisting of which are then

1 (RESERVED) (RESERVED)

2 leased real property | copies of outgrant legal instruments, | at AFREA/MI destroy 2 years after the
(excluding leased | such as leases, easements, licenses, General Services
real property set up | permits, right-of-way, or other Adminigtration or the
as a Sseparate | agreements wherein the AF conveys Corps of Engineers
installation) case | an interest or right to use AF real advises that the
files property, copies of environmental property to which the

baseline surveys (EBS) records pertain has
been disposed of; or, if
claims are pending,
destroy 1 year after
settlement of the claim
(See Note). AUTH:
NC1-AFU-83-82
3 SAF-MII(A)9304, Real Property | a8 MAJCOMs, major
Outgrant Report and SAF- | subordinate
MII(A)9306, Annua Ingtalation | commands, and
Boundary Encroachment Report oversess bases
4 CONUS baseg/stations
5 leased property site destroy 90 days after
termination of AF
occupancy. AUTH:
NC1-AFU-83-82
5.01 at recruiting squadrons
and HQ AETC

6 leased real property see table 32-10.
set up as a separate AUTH: NC1-AFU-83-
installation 82

NOTE: Seetable 32-3, Historic Preservation Program, for disposition of documentation relating to AF real property listed,
eligible for nomination, or nominated but not approved for the National Register of Historic Places.

TABLE 32-13 |
EXCESSREAL PROPERTY RECORDS |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
1 AF real property | informal excess declarations, notices see table 32-10 for
excess declaration of availability, requests for disposal of disposition. AUTH:
real property, and related N1-AFU-90-3
correspondence
2 other agency notices related to property AF | on acquisition of the
of availability has a need for property, incorporate
with records in table
32-10. AUTH: N1-
AFU-90-3
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TABLE 32-13 |
Continued. |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
3 related to property AF | destroy 6 months after
has no need for determining that AF
has no requirement for
the property involved.
AUTH: N1-AFU-90-3
TABLE 32-14 |
REAL PROPERTY ACCOUNTABLE RECORDS |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
1 Overseas Base Civil | property cards, ledgers, vouchers and | related to an active | the accountable
Engineer (BCE) | voucher registers and supporting | installation, will be | installation or
Real Property records, including printout of USAF | retained at the | MAJCOM will destroy
Real Property Inventory Detail List, | designated 50 vyears after base
RCS: SAF-MII(A)7115, also machine | recordkeeping inactivation if no claim
listings of the annual real property | installation; upon | is filed, or 50 years
transaction summary by voucher | inactivation of | after  settlement  of
number and of the real property | installation, keep the | clam, whichever is
voucher transaction summary by | records at the | applicable (See Note).
facility number designated AUTH: N1-AFU-87-17
recordkeeping
installation or
MAJCOM that has
jurisdiction until
terminal  audit and
base closure
responsibilities are
completed and it is
determined that no
cdam will be filed
against the US
1.01 maps and record drawings the accountable
installation or
MAJCOM will transfer
to the appropriate

recipient or to the
major recipient of the
properties involved.
AUTH: N1-AFU-90-3
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TABLE 32-14 |
Continued. |

A B C D

R

U

L If the records are

E or pertain to consisting of which are then

1.02 international balance of payments incorporate  in  real
(IBP) and supporting records property case file; see
table 32-10, rule 1, for
disposition. AUTH:
N1-AFU-90-3
2 US and territories | property cards with supporting records the accountable
administered by US | including printout of report RCS: installation or
(BCE) Real Property | SAF-MII(A)7115 relating to specific MAJCOM will destroy
buildings or to equipment that is 50 vyears after base
disposed of by demalition, salvage or inactivation if no claim
|ease termination is filed, or 50 years
after  settlement  of
claim, whichever is
applicable (See Note).
AUTH: N1-AFU-89-32

3 (RESERVED) (RESERVED)

4 property cards, ledgers, vouchers and the accountable
voucher registers with supporting installation or
records, maps, record drawings, MAJCOM will transfer
including printout of report RCS: to the receiving
SAF-MII(A)7115 redating to an MAJCOM or agency.
installation that is to be transferred AUTH: N1-AFU-90-3
between commands or to another
federal agency

5 property cards, ledgers, vouchers and | related to an active | the accountable
voucher registers with supporting | installation, will be | installation or
records, including a printout of report | retained at the | MAJCOM will destroy
RCS: SAF-MII(A)7115, also machine | designated 50 vyears after base
listings of the annua real property | recordkeeping inactivation if no claim
transaction summary by voucher | installation; upon | is filed, or 50 years
number and of the real property | inactivation of | after  settlement  of
voucher transaction summary by | ingtallation, keep the | claim, whichever is
facility number records at the | applicable (See Note).

designated AUTH: N1-AFU-87-17

recordkeeping

installation or the

MAJCOM of

jurisdiction until

disposal of all the real

property is completed

5.01 maps and records drawing the accountable

installation or
MAJCOM will transfer
to appropriate recipient
or the major recipient
of the property.
AUTH: N1-AFU-90-3
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NOTE: Destroy 50 years from the date of the establishment of the documentation or 50 years after the enactment of Public
Law 96-510, 11 December 1980, whichever is later (Section 103, P.L. 96-510). If the Administrator of the Environmental
Protection Agency (EPA), the EPA Regional Administrator, the state or local environmental official, or the installation
commander require a longer retention period for the protection of the public health or welfare, submit a request to
SAF/AAIQ for approval of the revised retention period.

TABLE 32-15 |
ENGINEER QUALIFICATION RECORDS AND PROJECT CONTROL FILES |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
1 qualification files brochures, pamphlets, assembled destroy when
plans, drawings, work samples, superseded or obsolete.
correspondence, and other data AUTH: N1-AFU-90-3
reflecting on work required
2 form reports, such as AF experience destroy on dissolution
guestionnaire, performance report, and of the firm, or when AF
related records is relieved of
accountability for the
installation, whichever
is sooner
(EXCEPTION:  hold
performance  reports
when firms or firm
members reassociate or
reorganize).  AUTH:
N1-AFU-90-3
3 engineer project | plans, drawings, design data | used for monitoring | disposition  pending.
control files specifications, congtruction | and/or reporting on | AUTH: Unscheduled
justification, budget data, cost | the development of
estimates, and related correspondence | new engineering and
and forms, such as military | construction  design
congtruction line item data, and USAF | principles, standards,
construction program and criteria,
preparation and/or
validation of
installation  concepts
and requirements for
weapons systems and
special projects
4 informational background data, work destroy when no longer
papers, etc. needed, or 1 year after
project  authorization
and funding approval
and/or project
cancellation or
termination, whichever
is later. AUTH: N1-
AFU-90-3
5 Report of Architect- | forms which list the A-E contracts destroy after 3 years.
Engineer (A-E) | awarded and the amounts paid and are AUTH: N1-AFU-90-3
contract awards used to determine which firms should
be awarded A-E contracts
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TABLE 32-16 |
CIVIL ENGINEER DESIGN DATA |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
1 design plans and | reports, studies, plans, drawings, and | at HQ USAF disposition  pending.
policy other related data used to develop AUTH: Unscheduled
and/or monitor A-E design palicies,
criteria, and standards for planning
and development of construction,
repairs, alterations, utilities, and other
facilities and services
2 a MAJICOMs and | destroy after 2 years or
bel ow when no longer needed,
whichever is sooner.
AUTH: N1-AFU-90-3
3 design and | reports, related correspondence, and | at HQ USAF | destroy when deficiency
congtruction other pertinent data MAJCOMS</major is corrected and
deficiency reports subordinate commands | existing criteria,
definitive  drawings,
and outline
specifications are
revised. AUTH: N1-
AFU-90-3
4 at bases/stations destroy when all legal,
accounting, and
contract requirements
are met, or 2 years after
correction of
deficiency, whichever
is later. (Also see table
21-4)  AUTH: N1-
AFU-90-3
5 maps, plans, | copies of all layout maps, plans, destroy when
drawings, and | drawings, and photographs of an superseded, obsolete, or
photographs installation and its installed property no longer needed.
(these records are maintained in AUTH: N1-AFU-90-3
addition to the master planning
records in table 32-17)
6 at bases/stations until | disposition  pending.

AF is relieved of
accountability for the
installation

AUTH: Unscheduled
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TABLE 32-16 |
Continued. |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
7 when recapture rights
are not retained by AF,
transfer the related
maps, copies of plans,
drawings, and
photographs to the
individual or agency
accepting
accountability for the
property (See Note)
AUTH: N1-AFU-90-3
8 civil engineer | copies of specifications used in master disposition  pending.
specifications planning, construction, maintenance, AUTH: Unscheduled
repairs, and for inspections of work
9 drawings on 105mm | negatives of definitive designs and of destroy when
film air base master plans superseded, obsolete, or
when no longer needed.
AUTH: N1-AFU-90-3
10 exceptions to criteria | waivers to standards of | at HQ USAF | destroy after 5 years or
for MWR facilities accommodations for MWR facilities | MAJCOMS/major when no longer needed,
described in DOD Instruction 1330.3 | subordinate commands | whichever is sooner.
AUTH: N1-AFU-90-3
11 at bases/stations destroy on inactivation
of the installation.
AUTH: N1-AFU-90-3
12 design calculations mechanical, electrical, structural, civil destroy when obsolete,
calculations for major construction or superseded or no longer
rehabilitation needed. AUTH: N1-
AFU-90-3
13 Sservice contract | statements of work, Air Force Service
records Contract Advisory Group (AFSCAG)
formats and related records

NOTE: When real property isreturned to alocal (CONUS) or foreign (overseas) government, retain records at next higher
level of command until it is determined that no claim will be filed against the US. Duplicate copies of maps, plans, etc.,
may be furnished to the individual or agency accepting accountability for the property, or to the government agency charged
with disposing of the government property. When duplicate copies are not available, records may be made available for
reproduction purposes.
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TABLE 32-17 |
AIR BASE PLANNING RECORDS |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
1 comprehensive plans | plans of present or planned | at HQ USAF | destroy plan  when
and supporting data | installations, attendant charts, | MAJCOMS/major revised in its entirety,
drawings, and photographs subordinate commands | and/or when AF is
relieved of
accountability for
installation. AUTH:
N1-AFU-90-3
2 (RESERVED) (RESERVED)
3 changes to, and revisions of, plans that destroy after 2 years.
are disapproved AUTH: N1-AFU-90-3
4 correspondence, studies, reports, and
related supporting data that reflect on
the characteristics of an installation

NOTE: On return of real property to local (CONUS) or foreign (overseas) government, transfer copies of plans to the
individual or agency accepting accountability; retire a copy of al records involved in the transfer action after it is
determined that no claim will be filed against the US.

TABLE 32-18 |
USAF MILITARY CONSTRUCTION PROGRAM STATUS REPORTSAND CONSTRUCTION PROJECT FILES |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
1 status reports form reports on progress of design and destroy when
construction projects superseded by updated
report.  AUTH: N1-
AFU-90-3
2 form reports on completion of the | at MAJCOMs and | place in facility folder;
projectsin rule 1 bel ow see table 32-6 for
disposition. AUTH:
N1-AFU-90-3
201 at HQ USAF disposition  pending.
AUTH: Unscheduled
3 source, feeder, or background data destroy when no longer

needed, or after 1 year,
whichever is sooner.
AUTH: N1-AFU-90-3

4 construction  project

control files

site plans and feasbility studies;
charts;, maps, preiminary, interim,
and final drawings, photographs; cost
estimates; construction and funding
authorizations, reports of inspections,
progress, and of status;, construction
transfer, and final acceptance records,
with correspondence

approved and funded
but canceled before
the start of or before
completion of the
construction
authorized

disposition  pending.
AUTH: Unscheduled
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TABLE 32-18 |
Continued. |
A B C D

R

U

L If the records are

E or pertain to consisting of which are then

5 completed
congtruction  project
(See Note)

6 line item project files | destroy 3 years after
maintained for | fiscal completion.
construction AUTH: N1-AFU-90-3
survelllance by AF
regional and base civil
engineer and other
offices

7 feeder reports, such as messages and destroy 1 year after

transitory narrative reports of work final acceptance of the

stoppages, other labor Situations, construction,

equipment and material deficiencies, inactivation of

other data serving for background installation or facility,

information and control or when no longer
needed. AUTH: N1-
AFU-90-3

8 manufacturer's  catalogs,  trouble- destroy when no longer

shooting instructions, maintenance needed. AUTH: N1-

instructions, parts lists, and other
related papers

AFU-90-3

NOTE: When AF is construction agent on new construction (except for family housing which is covered in table 32-20),
forward to the civil engineer responsible for the utilization, maintenance, and operation of the completed construction all
"as built" drawings, specifications, and other essential data, together with a Transfer and Acceptance of Military Real
Property (DD Form 1354). This datawill be made a part of the base accountability records (see table 32-14).

TABLE 32-19 |
HOUSING RECORDS |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
1 Wherry Act housing | mortgage, mortgage note, agreement destroy 20 years after

for acquisition, purchase agreement,
tittle insurance policy, related legal
records and papers which are
congtruction  closing  file and
acquisition file

2 Capehart
housing

Act

FHA commitment, housing contract,
lease, mortgage, mortgage note, title
insurance  policy, related lega
documents and papers which are
initial, interim, and final closing files

Air Force is relieved of

accountability of the
housing units (See
Note).  AUTH: N1-
AFU-91-38
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TABLE 32-19 |
Continued. |

A B C D

R

U

L If the records are

E or pertain to consisting of which are then

3 status records surveys and reports of existing family | at HQ | destroy after 5 years,
housing reports of inadequate housing, | USAF/MAJCOMS'mg | upon completion  of
photographs, drawings, and | or subordinate | comparable survey, or
correspondence commands and at | when no longer needed,

bases/stations whichever is sooner.
AUTH: N1-AFU-90-3

4 (RESERVED) (RESERVED)

5 AF inventory and | form reports of inventory and destroy after 1 year.
utilization of | occupancy of military-owned and - AUTH: N1-AFU-90-3
military family | controlled family housing units,
housing units statements of facilities and

assignments, and related papers

6 family housing | questionnaires on family housing, destroy after 3 years.
survey and | tabulation of family housing survey, AUTH: N1-AFU-90-3
programming determination of bachelor and family

housing requirements, project
composition and military construction
lineitem data

7 (RESERVED) (RESERVED)

8 rental records applications for quarters, contracts, destroy 1 year after
leases, and supporting records relating termination of AF
to rental of living quarters in rental occupancy, provided no
housing clams actions are

pending. AUTH: N1-
AFU-90-3
8.01 a ste of leased | destroy 6 months after
property termination of AF
occupancy, provided no
claims actions are
pending. AUTH: N1-
AFU-90-3

9 essential civilian | approved  applications for and destroy after 1 year, or
family housing | certificate of employee digibility when no longer needed,
records (Sec 809, | forms, and related correspondence whichever is sooner.
National Housing AUTH: N1-AFU-90-3
Act)

10 forms or certificate of need and related destroy after 1 year.
certificate  register retained in AUTH: N1-AFU-90-3
certifying office until program is
discontinued

11 unaccompanied questionnaires on UPH determination destroy after 3 years.
personnel  housing | of bachelor housing requirements AUTH: N1-AFU-90-3
(UPH)

NOTE: Obtain AF/CEH and AF/JA clearance prior to authorizing destruction (see also table 177-5, rule 5).
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TABLE 32-20 |
FAMILY HOUSING CONSTRUCTION RECORDS |

A B C D

R

U

L If the records are

E or pertain to consisting of which are then

1 AF housing | construction and funding records, such destroy 20 years after

congtruction as invitations to bid, FHA-appraised AF is rdieved of
statements,  architect  engineering accountability of the
contracts, contract  specifications, housing units. AUTH:
change orders, reports of inspection, N1-AFU-90-3
and related data which document the
congtruction of housing projects
administered by AF (see table 32-18
for housing projects administered by
the Corps of Engineers)

2 construction sketches and preliminary destroy on AF
plans acceptance  of  the

completed construction.
AUTH: N1-AFU-90-3

3 original tracings, blueprints, and final | at HQ USAF | destroy when no longer
plans ("as built" and "as now" plans | MAJCOMS/major needed (See Note).
and drawings) subordinate commands | AUTH: N1-AFU-90-3

4 (RESERVED) (RESERVED)

5 original tracings, blueprints, and final | at bases/stations transfer to new owner
plans ("as built" and "as now" plans when accountability
and drawings) changes or destroy

when  building s
demolished.  AUTH:
N1-AFU-90-3

6 final reports executed on completion of [ a8 HQ USAF and | destroy 20 years after

construction bases/stations AF is relieved of
accountability of the
housing units. AUTH:
N1-AFU-90-3

7 monthly reports on progress of destroy when

housing construction projects superseded. AUTH:
N1-AFU-90-3
8 aa MAJICOMs and | destroy after 6 months.
major subordinate | AUTH: N1-AFU-90-3
commands

9 manufacturer's  catalogs,  trouble destroy when no longer
shooting instructions, maintenance needed. AUTH: N1-
instructions, parts lists, and related AFU-90-3
papers which are not duplicates of
other records on file

NOTE: Retirement to a Federal Records Center is not authorized.
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ON/OFF-BASE HOUSING RECORDS I
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A

If the records are

or pertain to

consisting of

which are

then

M CX

off-base

housing

referral service

family housing information, detailed
salefrental listing, off-base housing
applications, notification of housing
selection, landlord/tenant complaint,
and related correspondence

at Housing Referra
Offices

destroy 1 year after
applicant has been
placed, landlord ceases
to list with base referral
office or when no
longer needed. AUTH:
N1-AFU-90-3

off-base housing referral reports

at other
USAF

than HQ

destroy after 2 years or
when no longer needed,
whichever is later.
AUTH: N1-AFU-90-3

at HQ USAF

destroy when 10 years
old. AUTH: N1-AFU-
90-3

equal opportunity in
off-base housing

housing discrimination complaints,
case files, reports of investigation, and
related correspondence

unsubstantiated  and
retained at other than
HQ USAF

destroy 2 vyears after
end of year in which
case is closed. AUTH:
N1-AFU-90-3

substantiated and
retained at other than
HQ USAF

destroy 2 vyears after
restrictive sanctions are
removed or other
related actions are
closed. AUTH: Ni1-
AFU-90-3

a HQ USAF other
than HQ USAF/JACL

destroy when 10 years
old. AUTH: N1-AFU-
90-3

at HQ USAF/JACL

disposition per table
51-1, rules 15 through
18, as applicable.
AUTH: N1-AFU-90-3

10

base
management

housing

housing requests, quarters condition
inspection reports, assignment orders,
and related records

destroy 1 year after
termination of quarters
occupancy and fina
inspection of quarters
(See Note). AUTH:
N1-AFU-90-3

advance applications for assignment to
military family housing

held by losing activity
as proof of mailing

destroy after 6 months.
AUTH: N1-AFU-90-3

excess family housing list

destroy when obsolete
or superseded. AUTH:
N1-AFU-90-3

11

unaccompanied

personnel
(UPH)

housing

utilization/occupancy  reports  and
related records such as registration
forms

at other
USAF

than HQ

destroy after 2 years.
AUTH: N1-AFU-90-3
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TABLE 32-21 |
Continued. |
A B C D

R

U

L If the records are

E or pertain to consisting of which are then

12 at HQ USAF destroy when 12 years

old. AUTH: N1-AFU-
90-3
12.01 (RESERVED) (RESERVED)

13 request for BAQ, quarters assignment, | at bases destroy when
statements  issued to  personnel superseded or upon
authorized to reside  off-base, PCS from base.
commander's notice to terminate AUTH: N1-AFU-90-3
quarters, etc.

14 family/bachelor/ basic policies, procedures, policy | aa HQ USAF and | destroy when 20 years
transient  housing, | waivers, etc. MAJCOMs old. AUTH: N1-AFU-
housing referral or 90-3
equal opportunity in
off-base housing

15 temporary lodging | request for TLA and supporting | a base level housing | destroy 1 vyear after
allowance (TLA) | documents such as TLA worksheets, | and/or billeting offices | termination of special
entitlements TLA expense, initial TLA allowance (exception:

authorization and continuation when discrepancies are

reguest/approval involved, destroy 6
months after
discrepancies are
cleared) (Seetable 177-
32, rule 66). AUTH:
N1-AFU-90-3

NOTE: When approved by the command RM, records digible for destruction may be transferred to Defense Investigative
Service (DIS) upon request.

TABLE 32-22 |
BASE CIVIL ENGINEER (BCE) BROCHURES, REPORTS AND CONTROL RECORDS
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
1 BCE brochures pertinent data concerning an air base, see table 32-6. AUTH:
its organizations and their functions N1-AFU-90-3
which are ready reference in
management, planning, programming,
and as gquide for visitors when
appropriate
2 maintenance, reports of maintenance and repair | at HQ USAH
inspection and | activity of buildings, pavements, | MAJCOMS/major
progress reports grounds and utility systems, with | subordinate commands
related papers
3 at bases/stations
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TABLE 32-22 |
Continued. |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
4 reports of deficiencies noted
5 equipment forms of maintenance action shests,
maintenance equipment maintenance records and
program master equipment records used to
promote effective control and direction
for the program
6 (RESERVED) (RESERVED)
7
TABLE 32-23 |
MAINTENANCE AND REPAIR PROJECTS AND PROGRAM REPORTSRECORDS |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
1thru | (RESERVED) (RESERVED)
2.01
3thru | (RESERVED) (RESERVED)
6
TABLE 32-24 |
UTILITY SYSTEMSAND SERVICES |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
1 utilities conservation | correspondence, reports, surveys, | at baseystations and | destroy when obsolete
poster designs, informational media, | MAJCOMSsS or no longer needed.
and related data AUTH: N1-AFU-90-3
2 utilities systems | fuel consumption reports, service | at major subordinate | destroy after 2 years.
operation economy reports, utility systems | commandsand above | AUTH: N1-AFU-90-3
operating logs, fuel analysis reports,
flow charts, temperature reports, wind
velocity readings, and related data
3 heating plants daily operating log at bases/stations destroy after 1 year or
when no longer needed,
whichever is later.
AUTH: N1-AFU-90-3
4 heating plant monthly operation logs destroy after 5 years.

AUTH: N1-AFU-90-3
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TABLE 32-24 |
Continued. |
A B D

R

U

L If the records are

E or pertain to consisting of which are then

5 corrosion control records on corrosion damage control, destroy when

problem areas, tests, surveys, cathodic
protection system operation logs,
remedial actions and related matters.
Cathodic protection and industria
water treatment operating logs, leak
records, annual surveys  and
programming documents for projects
justified in whole or part by corrosion
damage or scale build-up

superseded, equipment
is removed from
accountability, or when
useful life of facility
has terminated.
AUTH: N1-AFU-90-3

destroy when obsolete
or no longer needed.
AUTH: N1-AFU-90-3

destroy when obsolete
or no longer needed.
AUTH: N1-AFU-90-3

destroy 2 vyears after
you no longer purchase
utility services from the
supplier or when no
longer needed,
whichever is later.
AUTH: N1-AFU-90-3

destroy after 2 years.
AUTH: N1-AFU-90-3

destroy 2 vyears after
you no longer sae
utility services to the
customer. AUTH: N1-
AFU-90-3

destroy after 2 years.
AUTH: N1-AFU-90-3

6 energy management | plansto connect facilities to the system
and control systems | to which are used in programming
(EMCYS) initial  installation, changes and

expansions

7 electrica utility | reports, studies, related electrical
distribution systems | utility systems operations records and
operations drawings

8 purchased utility | data maintained in the purchased
services utility management brochures

9 meter readings and invoices

10 sale of utility | sales contract, agreement and rates
Services exhibits

11 meter readings and invoices

12 swimming pool | logs and related papers

operation

destroy after 2 years.
AUTH: N1-AFU-90-3
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TABLE 32-25 |
ELECTRICAL POWER GENERATING PLANTS (PRIME AND EMERGENCY) |
A B C D

R

U

L If the records are

E or pertain to consisting of which are then

1 operating logs forms, such as emergency generator | original logs covering | destroy when power

operating log (inspection testing), | the first year of | plant is removed from
daily power plant operating log | operation AF inventory. AUTH:
(diesel-electrical), other special logs, N1-AFU-90-3
and related data
2 copiesof logsinrulel | destroy after 2 years or
when no longer needed,
whichever is later (See
Note).  AUTH: N1-
AFU-90-3
3 logs covering al
subsequent  years of
operation
4 historical records forms, such as historical record - keep with the engine-
diesd-dectric generator and system, generator set; destroy
with power plant log books and graphs when the wunit s
(performance curves), etc. which is a declared unserviceable
chronology of power plant and salvaged. AUTH:
mai ntenance and servicing operations N1-AFU-90-3

5 emergency generator | inventory listing numbers, sizes and | at bases/stations destroy after 5 years.

inventory capacities AUTH: N1-AFU-90-3
NOTE: Not authorized for retirement to a federal records center.
TABLE 32-26 |
SANITATION AND CUSTODIAL SERVICES (seenote) |
A B C D

R

U

L If the records are

E or pertain to consisting of which are then

1 janitorial and | reports of cost, manning, and scope of destroy after 1 year or
custodial services services provided, with justifications when no longer needed,

for contract services and reated whichever is later.
correspondence, excluding AUTH: N1-AFU-90-3
procurement contract files

2 (RESERVED) (RESERVED)

3 garbage  recycling | reports  of cost, manning, daily destroy after 2 years or
and refuse collection | workload logs, and contractual service when no longer needed,
services records, records relating to services whichever is later.

performed by base personnd, AUTH: N1-AFU-90-3
contractual services and
correspondence relating to above,
excluding procurement contract files

4 records relating to services performed | a8 MAJCOMs and
by base personnel below

5 records relating to contractual services see table 64-1. AUTH:
performed N1-AFU-90-3

5.01 | contract service or a HQ AFCESA and | destroy after 1 year or

consultant records

bel ow

when no longer needed,
whichever is later.
AUTH: N1-AFU-90-3

NOTE: Therecordsin thistable are not authorized to be retired to federal records centers.
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TABLE 32-27 |
FACILITY FOLDERSAND WORK CONTROL RECORDS |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
1 facility folders forms, such as condition survey series | retained in a current | see table 32-6. AUTH:
(as appropriate), work orders, work | and active status by | N1-AFU-90-3
requests, project lists, job orders | summarizing data to
(completed), with disposal plans, and | consolidate file
exceptions to criteria and/or waivers
2 work control congtruction permits, work orders,
work requests, material cost transfers,
in-service work plans, materials and
equipment lists
3 service call log and job order logs
4 work schedules, multiple shop job
schedules, job order schedules,
schedule reports, work center bench
stock availability reports, materials
support evaluations
5 recurring work lists, collection work
order number lists, work authorization
lists
TABLE 32-28 |
USAF FOREST MANAGEMENT PROGRAM RECORDS |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
1 program planning plans, policies, and related papers at HQ | destroy when
USAF/MAJCOMSs superseded or no longer
needed. AUTH: N1-
AFU-90-3
2 at base level disposition  pending.
AUTH: Unscheduled
3 reporting reports of receipts and expenses from | at HQ USAF destroy when obsolete
reguirements production and harvesting of lumber or no longer needed.
or timber products AUTH: N1-AFU-90-3
4 a MAJICOMs and | destroy when
bel ow superseded, obsolete, or
after 2 years, whichever
is applicable. AUTH:
N1-AFU-90-3
5 forest management record-unit | at HQ | destroy when
prescription reports used to schedule | USAF/MAJCOMSs superseded, or no
work programs longer needed. AUTH:
N1-AFU-90-3
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TABLE 32-28 |
Continued. |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
6 at base level disposition  pending.
AUTH: Unscheduled
7 sales and sarvice | Site preparation, planting operations, | at forest management | see table 64-1. AUTH:
contracts technical services, and sales of forest | activities N1-AFU-90-3
land contracts including invitations for
bids, amendments, awards, bid
abstract (if applicable), and supporting
papers
8 individual record | work photos, tally sheets, maps, | at baseleve disposition  pending.
unit folder special  notes  or  ingtructions, AUTH: Unscheduled
prescription reports and certified
copies, record unit and subunit,
summary sheets, and other related
papers
TABLE 32-29 |
AIRFIELD AND ROAD PAVEMENT MARKING RECORDS |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
1 pavement marking | airfield marking program-daily | at MAJCOMs destroy after 3 years.
on the airfield activities log, airfield marking AUTH: N1-AFU-90-3
program project summary, airfield
marking cost summary, material (paint
and reflective glass beads), |ab reports,
contractor submittals and material
samples
2 at bases/stations | destroy after 2 years.
(installations) Subsequent  marking
contract is executed
and accepted by the
contracting officer.
AUTH: N1-AFU-90-3
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TABLE 32-30 |
AIRFIELD AND BASE SNOW REMOVAL AND ICE CONTROL |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
1 program data annual snow removal plan, chartsand | a8 MAJCOMs and | destroy when
maps bel ow superseded or updated.
AUTH: N1-AFU-90-3
2 operations  control | weather reports, status and | at bases destroy when no longer
data maintenance of equipment, log of needed. AUTH: N1-
operations, and other related data AFU-90-3
3 personnel data orders, instructions, training destroy when
schedules, on-the-job qualifications, superseded or obsolete.
and related data AUTH: N1-AFU-90-3
TABLE 32-31 |
MANAGEMENT AND CONSERVATION OF LAND |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
1 land  management | plans, authorizations, procurement of | at HQ | destroy when
maintenance supplies, services, labor construction | USAF/MAJCOMs superseded or no longer
maintenance and related needed. AUTH: N1-
correspondence concerning AFU-90-3
environmental protection policies
2 policies pertaining to rule 1 at HQ | retire as permanent.
USAF/MAJCOMSs and | AUTH: NN-173-316
base level
3 training and | technical instruction, training and | & MAJCOMs and | see table 32-33.
certification of | certification of individuals to apply | baselevel AUTH: N1-AFU-90-3
herbicide operators pesticides to insure  adeguate
environmental safeguards
TABLE 32-32 |
BUIL T-UP ROOF MANAGEMENT PROGRAM |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
1 built-up roof | built-up roof list and roof inspection destroy when
management priority list for facilities with built-up superseded by updated

roofs and order of inspection

list. AUTH: N1-AFU-
90-3
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TABLE 32-32 |
Continued. |
A B C D

R

U

L If the records are

E or pertain to consisting of which are then

2 roof summary form, unmarked roof destroy when
plan drawing which are summaries of superseded by updated
roof construction on afacility form and roof plan, or

destroy when facility is
demolished and
dropped from red
property account.
AUTH: N1-AFU-90-3

3 roof inspection and rating worksheet destroy when  the
forms (with marked-up roof plan existing roof system is
drawings), job orders, work orders and removed and replaced,
contract data such as specifications, all or destroy when facility
submittals (performance agreement, is demolished and
quality control records, as-built roof dropped from red
summaries, manufacturers property account.
certification), laboratory reports of AUTH: N1-AFU-90-3
roof sample testing, and contract
management inspection records

TABLE 32-33 |
PEST MANAGEMENT SERVICES |
A B C D

R

U

L If the records are

E or pertain to consisting of which are then

1 pest management | pest management plans, annual pest destroy when

services management program reviews, reports superseded or  on
of on-site vigits, staff assistance visit inactivation of the
reports, aerial spray environmental installation, whichever
impact statements, and validation is sooner. AUTH: N1-
survey reports AFU-88-24

2 (RESERVED) (RESERVED)

3 records of pest ~management | at bases/stations destroy 2 vyears after
maintenance, historical treatment, and building is disposed of
termite and wood decay inspections or base is inactivated

and dropped from redl
property accounts.
AUTH: N1-AFU-90-3

4 contracts, contract statements of work, | a8 MAJCOMs and | destroy 1 year after
MAJCOM approval letters, contract | below termination of contract
service records, and contract-related or expiration of
records warranty, whichever is

later. AUTH: N1-
AFU-90-3
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TABLE 32-33 |
Continued. |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
5 lising of personnd qualified and destroy when
certified to perform pest management superseded  or  on
operations, and correspondence inactivation of the
installation, whichever
is sooner. AUTH: N1-
AFU-90-3
6 individual's Technician Certificate of destroy old certificate
Competency upon recertification or
when individual is no
longer  certified or
leaves the AF. AUTH:
N1-AFU-90-3
7 pest  control summary  report | at bases/stations destroy after 30 days or
monthly/quarterly detail/ error listing when no longer needed.
AUTH: N1-AFU-90-3
8 pest control summary report destroy after 2 years.
AUTH: N1-AFU-90-3
9 detail cards and correction cards, destroy after al
transcripts for pest reports processing is completed
or when no longer
needed. AUTH: N1-
AFU-90-3
10 pest  control summary  report | a8 MAJCOMsS and | destroy after 3 years.
(cumulative listing) bel ow AUTH: N1-AFU-90-3
11 at AFCESA destroy after 50 years
(See Note). AUTH:
N1-AFU-90-3
12 approval letters for nonstandard | & MAJCOMs and | destroy  when  the
pesticides and equi pment bel ow pesticides and

equipment are no
longer used or are not
in possession of the
installation. AUTH:
N1-AFU-90-3
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TABLE 32-34 |
REFRIGERATION, AIR CONDITIONING, EVAPORATIVE COOLING AND MECHANICAL SYSTEMS |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
1 system balance and | forms of system performance data used | at bases/stations destroy when
test data to promote efficient operation superseded or when
syssems are deeted
from real property
account. AUTH: N1-
AFU-90-3
2 operation logs forms of operating data on air- destroy after 2 years or
conditioning equipment used to when no longer needed,
predict system maintenance whichever is later.
reguirements AUTH: N1-AFU-90-3
3 air-conditioning forms of data used to determine cause destroy after 2 years.
equipment  trouble | of malfunctioning equipment AUTH: N1-AFU-90-3
analysis
4 CFC refrigerant and | equipment, condition, status, amount destroy when
equi pment and type of refrigerant superseded or when
inventories syssems are deeted
from real property
account. AUTH: N1-
AFU-90-3
TABLE 32-35 |
FIRE PROTECTION |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
1 fire department | training standards, objectives, methods destroy when
training of operation and schedules superseded or obsolete.
AUTH: N1-AFU-90-3
2 reports of proficiency training and destroy after 1 year.
supporting records AUTH: N1-AFU-90-3
3 charts indicating status of training of destroy when replaced,
firefighters used to maintain training obsolete, or no longer
status needed. Destroying
includes erasing or
taping over. AUTH:
N1-AFU-90-3
3.01 individual proficiency | filed in consolidated | forward with
certification/eval uation records training record consolidated  training
record when individual
is reassigned (see table
36-12, rule 1). AUTH:
N1-AFU-90-3
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TABLE 32-35 |
Continued. |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
4 pre-fire planning plans, maps, charts, drawings, and destroy when
civil and military fire organization superseded, obsolete, or
liaison agreements, with other data no longer needed.

reflecting water  source  supply
locations, hydrants, sprinklers and
alarm systems, other fire fighting
equipment, routes to follow, and data
on the features of a building;
implementation  plans,  guidance,
instructions, checklists, lesson plans
and other documents relating to the
implementation of fire protection
standards (national, state, and local)

AUTH: N1-AFU-90-3

5 fire protection | standards,  specifications,  photos, destroy when obsolete
equi pment research and development evaluations, or no longer needed.
programming and procurement data, AUTH: N1-AFU-90-3
inspection  records, and  other
informational data
6 fire protection | checklists and similar forms used in destroy 1 year after
inspections and tests | conducting real property inspections, reporting year, or when
including inspection and tests of superseded by follow-
installed systems of fire extinguishing, on report (provided all
alarm, and detection equipment, spaces thereon are
portable fire extinguishers, etc. filled), whichever is
applicable. AUTH:
N1-AFU-90-3
7 reports of fire hazards and/or destroy when hazard or
deficiencies deficiency is corrected
or 2 years after
reporting year,
whichever is later (also
see table  32-16).
AUTH: N1-AFU-90-3
8 daily fire activities thefirerecord journal destroy 2 vyears after
date of last entry.
AUTH: N1-AFU-90-3
9 daily fire log, and comparable fire destroy after 2 years
activities data (See Note 1). AUTH:
N1-AFU-90-3
10 source or feeder-type reports that destroy after 1 year or
support recordsin rules 8, 9 and 14 when purposeis served,
whichever is sooner
(See Note 1). AUTH:
N1-AFU-90-3
10.01 voice recorder tapes at fire departments erase after 15 days.

(Exception: retain tapes
involved in incident
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TABLE 32-35 |

Continued. |
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A

mrCX

If the records are
or pertain to

consisting of

which are

then

reports, investigations,
or legal actions until
case is settled; and then
erase). AUTH: N1-
AFU-90-3

11

12

13

13.01

fire protection
statistical summary

records of statistical recapitulations of
the total annual fire loss experience

at AFCESA

retire a master copy of
the annual Satistical
summary as permanent
(See Note 2). AUTH:
NC1-AFU-84-14

a MAJIJCOMs and
below

destroy after 2 years.
AUTH: N1-AFU-90-3

feeder reports to the annual statistical
summary

destroy after 1 year or
when no longer needed,
whichever is sooner.
AUTH: N1-AFU-90-3

activity report

destroy 2 vyears after
reporting year. AUTH:
N1-AFU-90-3

14

fire incident and

rescue reports

individual and consolidated reports,
and related data (hard copy records)

destroy 2 fiscal years
after reporting year
(See Note 1). AUTH:
N1-AFU-90-3

15

reciprocal
agreements

mutual aid, and joint use civil airport
operations agreements

destroy when
agreement is
superseded or
terminated. AUTH:
N1-AFU-90-3

16

welding, cutting and
brazing permits

AF Form 592, USAF Welding,
Cutting and Brazing Permit

at fire departments

destroy 30 days after
completion of the
project/contract ~ with
which the work is
associated (See Note 3).
AUTH: N1-AFU-90-3

17

water  flow  test

records

AF Form 1027, Water Flow Test
Record, and related records

Technical Services or
Fire Inspection
Section, base fire
departments

destroy after 5 years.
AUTH: N1-AFU-90-3

NOTE(S):

1. Retain records on accidents resulting in legal action until caseis settled, then destroy.

2. Transfer to National Archivesin 10-year blocks when the latest record in the block is 20 years old.

3. Should a fireresult from the operation, make the AF Form 592 a part of the investigation report.
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TABLE 32-36 |
PRIME BEEF (PB-PRIME BASE ENGINEER FORCE) RECORDS |
A B C D

R

U

L If the records are

E or pertain to consisting of which are then

1 posturing (planning) | manning requirements (MAJCOM and | at AFCESA and below | destroy after 3 years.
base) with related correspondence AUTH: N1-AFU-90-3

2 manpower recommended, approved or|a MAJCOM and | destroy after 3 years.
disapproved conversions, and | below AUTH: N1-AFU-90-3
upgrade/downgrade actions

3 (RESERVED) (RESERVED)

4 deployment volunteer requests, requests for | at AFCESA and below | destroy after 2 years.
assistance, deployment instructions AUTH: N1-AFU-90-3
and reports for both MAJCOM and
USAF directed deployments

5 contingency/ plans with related background destroy when

operations plans material superseded. AUTH:
N1-AFU-90-3

6 (RESERVED) (RESERVED)

7 mobility folders individual team member certificates | a&t MAJCOMs and | destroy upon transfer of
and records bel ow member. AUTH: N1-

AFU-90-3

8 reports training reports, plans, objectives, | at AFCESA and below | destroy after 2 years or

results and recommendations when no longer needed.
AUTH: N1-AFU-90-3

9 inspection reports and results

10 staff assistance visit reports and destroy after 2 years
recommendations unless rules 1, 2 and 3

govern.  AUTH: N1-
AFU-90-3

11 reports covering major catastrophes | at AFCESA and below | retire as permanent.

and wartime mission supports (See Note). AUTH:
N1-AFU-90-3

12 Status of Resources and Training | a& HQ USAF and | destroy after 1 vyear.
(SORTYS) AFCESA AUTH: N1-AFU-90-3

13 a MAJICOMs and

bel ow
14 (RESERVED) (RESERVED)

NOTE: Transfer to National Archivesin 5-year blocks when latest document is
5yearsold.
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TABLE 32-37 |
CIVIL ENGINEERING RED HORSE PROGRAM RECORDS |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
1 programming records that reflect the development, | at HQ USAF retire as permanent
records formulation and issuance of policies, (See Note 3). AUTH:
procedures, and the exercises of NC1-AFU-76-36
managerial control of RED HORSE
programs
2 plans contingency/operations and AMC | at bases destroy when
affiliation  plans  with  related superseded (See Note
background material 2). AUTH: N1-AFU-
90-3
3 deployment and | estimates, military construction project | at MAJCOMs destroy 3 vyears after
project files data, work directives, project approval completion of project.
and funding information, work orders, AUTH: N1-AFU-90-3
engineering  drawings, diagrams,
specifications, and any pertinent data
such as feeder reports (messages and
transitory narrative reports of work
stoppages, other labor Situations,
equipment and materiel deficiencies,
and other data used for background
information and control)
4 at bases see table 32-18.
AUTH: N1-AFU-90-3
5 on projects that have | destroy after 2 years.
been disapproved AUTH: N1-AFU-90-3
6 aa RED HORSE | destroy when no longer
squadrons needed (See Note 1).
AUTH: N1-AFU-90-3
7 reports Status of Resources and Training | at AFCESA and below | destroy after 2 years, or
(SORTYS) when no longer needed,
whichever is sooner.
AUTH: N1-AFU-90-3
8 sguadron activity reports at Red Horse
squadrons
9 vehicle status reports with information | at bases
on vehicle location, l0sses and gains
10 personnel and TDY manning reports at bases
NOTE(S):

1. Within 30 days after acceptance, send DD Form 1354, Transfer and Acceptance of Military Real Property, to the host
BCE and one set of reproducible as built drawings, all brochures of warranties on installed equipment and any maintenance
data that might aid the BCE personndl.

2. Seetable 10-4 for wartime plans.

3. Transfer to the National Archiveswhen 10 years old.
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TABLE 32-38 |
NATURAL RESOURCES (CONSERVATION) |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
1 fish and wildlife | plans, agreements, reports, destroy when
conservation photographs, and correspondence superseded  or  on
pertaining to the conservation and inactivation of the
development of fish and wildlife installation. AUTH:
resources on AF installations N1-AFU-90-3
2 minutes of conservation committee destroy after 1 year.
AUTH: N1-AFU-90-3
3 reports of soil and | land management conservation | feeder reports at HQ | destroy on
water program, supporting papers, and | USAF consolidation, or when
correspondence relating thereto no longer needed.
AUTH: N1-AFU-90-3
4 consolidated reports destroy after 2 years.
AUTH: N1-AFU-90-3
5 a MAJICOMs and | destroy when
bel ow superseded, or after 1
year, whichever islater.
AUTH: N1-AFU-90-3
6 forest management | program plans, policies, budgeting disposition  pending.
conservation authorizations, reports, procurement of AUTH: Unscheduled
supplies, services, labor, construction,
and maintenance
TABLE 32-39 |
DISASTER PREPAREDNESS
A B C D

R

U

L If the records are

E or pertain to consisting of which are then

1 (RESERVED) (RESERVED)

2 nuclear/biological/ see table 10-6, rules 1,
chemical (NBC) 2 and 3. AUTH: N1-
conventional attack, AFU-90-3
warning and
reporting, detection,
decontamination,
damage assessment
and related activities

3 accidents involving | USAF accident reports with pertinent | at HQ USAF destroy after 30 years.

NBC materials or
components and
other accidents as
defined by AFl 32-
4001

attachments, records and related
papers used in reporting accidents
under AFI 32-4001

AUTH: N1-AFU-90-3
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Continued.
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A

If the records are
or pertain to

consisting of

which are

then

~AM - C X

o1

a fiedd activities
providing assistance

information copies

destroy after 2 years or
when no longer
needed, whichever is
later. AUTH: N1-
AFU-90-3

unit
EXErcises

training

reports and other data used in
evaluating a unit's capabilities as
demonstrated during a training
exercise

destroy after 2 years or
when no longer
needed, whichever is
later. AUTH: N1-
AFU-90-3

information copies

destroy when
superseded or  no
longer needed.
AUTH: N1-AFU-90-3

10

natural disasters

reports, messages and other data
describing situation accomplishments
and results, loss of personnd,
equipment, material, aircraft, and
related cost expenditure data

a AFNSEP
ACC)

(HQ

destroy after 5 years or
no longer needed,
whichever is sooner.
AUTH: N1-AFU-91-
36

a fiedd activities
providing assistance

destroy after 2 years or
when no longer
needed, whichever is
later. AUTH: N1-
AFU-90-3

information copies

destroy when no
longer needed.
AUTH: N1-AFU-90-3

11thru 13

(RESERVED)

(RESERVED)

14

15

civil disorders

reports, messages and other data

a MAJCOMs and
subordinate
commands providing
assistance

destroy after 2 years or
on inactivation of the
activity, whichever is
sooner.  AUTH: N1-
AFU-90-3

information copies

destroy when no
longer needed.
AUTH: N1-AFU-90-3

16

17

equi pment

correspondence, research and
development evaluations,
procurement, utilization, and other
informational data

a MAJCOMs and
below

destroy after 2 years or
when no longer
needed, whichever is
later. AUTH: N1-
AFU-90-3

inspection  records for radiac

equipment (see T.O. 11H4-1-5)

at field activities

destroy 24 months
after date of last entry,
if no other current data
is on the form.
AUTH: N1-AFU-90-3
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TABLE 32-39 |
Continued. |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
18 action copies of unsatisfactory seetable 21-4. AUTH:
conditions experienced N1-AFU-90-3
19 protective shelters correspondence, messages and related destroy after 2 years or
records pertaining to marking, when no longer
stocking and inspecting needed, whichever is
later. AUTH: N1-
AFU-90-3
19.01 correspondence, messages, and | aa MAJCOM and
related records pertaining to | below
collective protection and
contamination control areas
20 surveys at installation disaster | destroy when
preparedness and base | superseded or
civil engineer offices | unit/installation is
inactivated, whichever
issooner. AUTH: N1-
AFU-90-3
20.01 reports, correspondence, messages, | a installation civil
pertaining to operations at shelters, to | engineer offices
include fallout Time History Charts,
Explosive Control Data and shelter
activity logs
21 disaster support | correspondence, messages and related | at  MAJCOMs and | destroy after 2 years or
group and disaster | records bel ow when no longer
response force needed, whichever is
later. AUTH: N1-
AFU-90-3
22 NBC transactions | correspondence, messages and other | &  MAJCOMs and | destroy after 2 years or
not covered | records relating to matters not | below when no  longer
elsewhere in this | affecting administration or policy needed, whichever is
table later. AUTH: N1-
AFU-90-3
23 military assistance | reports, correspondence, messages | at  AFNSEP  (HQ | destroy after 2 years or
to civil authorities | and other records pertaining to | ACC), MAJCOMs | when no longer needed
(MACA) MACA and related programs and below whichever is later.
AUTH: N1-91-36
24 (RESERVED) (RESERVED)
25
26 assistance formal agreements to which two or | at originating | destroy when
agreements more agencies are signatories. agencies superseded, rescinded
or on inactivation of
the unit, whichever is
sooner.  AUTH: N1-
AFU-90-3
27 information or review | destroy when
copies superseded or  no
longer needed.
AUTH: N1-AFU-90-3
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TABLE 32-39 |
Continued. |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
28 plans concepts, policy and guidance on destroy after 2 years or
disaster preparedness planning and when no longer
operations, including operations needed, whichever is
plans or other planning directives and later. AUTH: N1-
associated reports AFU-90-3
29 plans established to supplement the
parent command document; details
local area policies and concepts
necessary for response in emergencies
or disasters
30 support plans records smilar to those described in [ a8 MAJCOMs and | destroy after 2 years or
rules 28 and 29 above, developed in | below when no longer
support  of or received from needed, whichever is
subordinate echelons, lateral later. AUTH: N1-
commands and other defense AFU-90-3
agencies for monitoring purposes
and/or for coordination of planned
operations
31 reference copies of rules 28, 29, and destroy when
30 superseded  or  no
longer needed.
AUTH: N1-AFU-90-3
32 planning board or | minutes of meetings, correspondence, | &  MAJCOMs and | destroy after 2 years or
staff meeting messages, and related records | below when no  longer
pertaining to the status of overall base needed, whichever is
effectivenessin disaster preparedness later. AUTH: N1-
AFU-90-3
33 disaster training outlines, lesson plans, | a8 MAJCOMs and | destroy when
preparedness methods and test sheets bel ow superseded or  no
training longer needed.
AUTH: N1-AFU-90-7
34 on-the-job training (OJT) see table 36-12 and
table 36-37. AUTH:
N1-AFU-90-3
35 listing of personnel who have taken destroy after 2 years or
specialized disaster  preparedness when no longer
training courses needed, whichever is
later. AUTH: N1-
AFU-90-3
36 individual training records completdy filled in
36.01 training records on individuals | inactive forms | destroy when
removed from specialized teams but | forwarded to Disaster | individual — separates
remaining on station Preparedness from station. AUTH:
Officer/Noncommiss | N1-AFU-90-3
oned Officer (NCO)
or training NCO
37 on individuals | send to  ganing
transferred to ancther | organization. AUTH:
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TABLE 32-39 |
Continued. |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
base N1-AFU-90-3
38 on individuals | destroy immediately.
discharged from | AUTH: N1-AFU-90-3
Sservice
39 staff assistance | reports and related correspondence aa MAJCOMs and | destroy when obsolete
visits bel ow or superseded. AUTH:
N1-AFU-90-3
TABLE 32-40 |
AIR BASE OPERABILITY RECORDS |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
1 Air Base Operability | ABO Master Plan, ABO Integration | at HQ USAF and HQ | retire as permanent
(ABO) planning Plan, policy, guidance, checklists, and | AFMC (note). AUTH: N1-
related records AFU-90-8
1.01 a other MAJCOMSs | destroy 2 years after
and below superseded, obsolete, or
no longer needed.
AUTH: N1-AFU-90-8
2 ABO meetings minutes of ABO Program Review, | at HQ USAF retire as permanent
ABO Requirements Review, World- (note). AUTH: N1-
wide ABO Working Group Mesting, AFU-90-8
General Officer Steering Committee,
and related records
201 a MAJICOMs and | destroy when
bel ow superseded, obsolete, or
no longer needed.
AUTH: N1-AFU-90-8
2.02 minutes of ABO Working Group, destroy 2 vyears after
ABO Steering Group, General Officers superseded, obsolete, or
Executive Committee, and related no longer needed.
records AUTH: N1-AFU-90-8
3 host nation support | formal agreements between base retire as permanent
or bilateral | commander, U.S. Army if applicable, (note). AUTH: N1-
agreements and host nation for providing Air Base AFU-90-8
Ground Defense (ABGD) support,
memorandums of understanding with
host nation for providing joint support,
and related records
4 staff assistance visits | reports and related correspondence destroy 2 vyears after

superseded, obsolete, or
no longer needed.
AUTH: N1-AFU-90-3
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TABLE 32-40 |
Continued. |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
5 ABO program, | correspondence, messages, and related
equi pment, and | records
funding initiatives
6 ABO and Survival | procedures for operating the SRC, | at installation air base | destroy when
Recovery Center | checklists to implement operability | survivability offices superseded, obsolete, or
(SRC) measures, list of SC4 services, training no longer needed.
allocations, and related records AUTH: N1-AFU-90-8
7 ABO exercises records related to planning, executing, | at HQ USAF retire as permanent
analyzing, and evaluating ABO (note). AUTH: N1-
exercises/demonstrations AFU-90-8
7.01 aa MAJICOMs and | destroy 2 vyears after
bel ow superseded, obsolete, or
no longer needed.
AUTH: N1-AFU-90-8
8 base Capahility | plans which outline present statusand | at HQ USAF and | retire as permanent
Acquisition Plan future direction of ABO program bel ow (note). AUTH: N1-
AFU-90-8
NOTE: Transfer to National Archivesin 5-year blocks when latest records are 25 years old.
TABLE 32-41 |
HONORSAND AWARDS (seenote 1) |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
1 Secretary of Defense | reports, photos, maps and | approved awards at | destroy after 3 years or
Natural  Resources | correspondence relating to award | HQ USAF/LG when no longer needed,
Conservation  and | nominations whichever is later (See
Environmental Note 2). AUTH: N1-
Quality Awards and AFU-90-3
Genera Thomas D.
White Natural
Resources and
Conservation  and
Environmental
Awards
2 approved awards at | destroy on submission
installations receiving | of next annual entry or
award when no longer needed,
whichever is later (See
Note 2). AUTH: N1-
AFU-90-3
3 civil engineering | case files of annual submissionsin Air | approved awards destroy after 2 years or
awards program Force CE units and flight awards, when no longer needed,

individual awards, design and
construction awards, and outside
agency awards and comparable
programs

whichever is later.
AUTH: N1-AFU-90-3
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NOTE(S):

251

1. Rules apply to those copies not required by other directives to be filed in individual military personnel record group (see

table 36-12).

2. Not authorized for retirement to federal records centers.

TABLE 32-42 |
HOUSING MANAGEMENT RECORDS |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
1 furniture or | jacket files, including request for issue destroy when new
appliances or turn-in, temporary issue recept, control  records are
certificate of inventory, and related prepared for subsequent
correspondence used to control the occupants, or when
issue, exchange, and/or turn in of furniture or appliances
furnishings or appliances provided for are disposed  (See
tenants of economy or government Note).  AUTH: N1-
quarters AFU-90-3
2 quarters control locator card forms used to control destroy when obsolete

tenancy assignments and quarters
vacancies

or no longer needed.
AUTH: N1-AFU-90-3

NOTE: When a claim for damage, undue wear, or loss of property is pending, retain records until the claim has been

satisfactorily cleared.

TABLE 32-43 |
PRIME RIBS (PR-PRIME READINESS IN BASE SERVICES) RECORDS |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
1 posturing (planning) | manning requirements (MAJCOM and | HQ USAF and below | destroy after 2 years.
base) with related correspondence AUTH: N1-AFU-90-3
2 manpower recommended, approved, or destroy after 2 years or
disapproved conversions, and when no longer needed,

upgrade/downgrade actions

3 deployment

volunteer requests, requests for
assistance, deployment instructions
and reports for both MAJCOM and
USAF directed deployments

4 contingency/operatio | plans with related background
ns plans material

5 readiness committee | minutes of meetings
meetings

whichever is later (See
Note).  AUTH: N1-
AFU-90-3

destroy after 1 year.
AUTH: N1-AFU-90-3

destroy when
superseded. AUTH:
N1-AFU-90-3

destroy after 2 years or
when no longer needed,
whichever is later (See
Note).  AUTH: N1-
AFU-90-3
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TABLE 32-43 |
Continued. |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
6 reports training reports, plans, objectives,
results and recommendations
7 Management Evaluation
I nspection/Operation Readiness
Inspection  (MEI/ORI)  inspection
reports and results
8 staff assistance visit reports and
recommendations
9 mobility status reports (PR team)

condition reports

NOTE: Not authorized for retirement to federal records centers.

33. Communications. These tables cover documentation pertaining to policies, procedures, standards, and operational
doctrine for overall direction, planning, management, procurement, and operations functions of communications-computer
systems, and Communications Security (COMSEC) material, cryptologic equipment, and TEMPEST. This includes radio
frequencies, management of aircraft and missile control and warning ground environment, navigational and air traffic
control ground environment, electronic warfare equipment (air and ground), automatic data processing, computer software,
and the AF Military Affiliate Radio System (MARYS).

TABLE 33-1 |
C4 SYSTEMSPOLICY AND GUIDANCE |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
1 07 policy | publications and documentation used | a8 HQ USAF and | retire as permanent 2
development in preparation of C4 systems policy MAJCOMs years after superseded.
AUTH: N1-AFU-95-2
2 not applicable AF- | destroy 7 years after
wide or MAJCOM- | superseded. AUTH:
wide N1-AFU-95-2

3 Strategic Automated
Information System
(AIS) and C4 System

plans and documentation used in the
preparation and distribution of the
plan

a HQ USAF and
MAJCOMs

retire as permanent 2
years after superseded.
AUTH: N1-AFU-95-2

plans

4 Reviews of | documentation used to prepare for and | at HQ USAF, | destroy 2 vyears after
operational C4 | perform C4 systems reviews, review | MAJCOMs and | system is no longer
systems decisions and taskings systems management | used. AUTH: N1-

offices

AFU-95-2
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TABLE 33-2 |
C4l CAPABILITIESPLANNING |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
1 C4l Capabilities | publications and documentation used | at HQ USAF retire as permanent 2
Planning in the preparation and distribution of years after superseded.
Planning Guidance and Technical (Note) AUTH: N1-
Reference Codes AFU-88-26
2 a MAJICOMs and | destroy 1 year after
base superseded. AUTH:
N1-AFU-88-26
3 MAJCOM C4l Plans | plans and documentation used in the | at HQ USAF and base | destroy 1 year after
development of C4l architectures level superseded. AUTH:
N1-AFU-88-26

at MAJCOM (Note)

retire as permanent 3
years after superseded.
(See Note) AUTH: N1-
AFU-88-26

5 Base C4l Plans and
Blueprints

documentation used in the preparation
and distribution of plans and
blueprints

at the host base

retire as permanent 3
years after superseded.
(Note)  AUTH: N1-
AFU-88-26

a MAJOM and
activities other than
thoseinrules5and 7

destroy 1 year after all
existing, programmed,
and projected
reguirements are
validated and reflected
in the MAJCOM plans
or when no longer
needed, whichever is

sooner.  AUTH: NI1-
AFU-88-26
at servicing AFMC E-| | destroy 1 year after
activities superseded. AUTH:
N1-AFU-88-26

8 C4l studies

studies in the initiation, revison or
deletion of an operation, system, or
facility

a MAJOM and
above

destroy 3 years after all
actions have been
completed, study has
been cancedled, or
when no longer needed.
AUTH: N1-AFU-88-26

below MAJCOM

destroy after 1 year or
when no longer needed,
whichever is later.
AUTH: N1-AFU-88-26

NOTE: Transfer to National Archivesin 5 year blocks when latest records are 25 years old.
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A

If the records are
or pertain to

consisting of

which are

then

~lM—CX

Communications-
Computer  Systems
Requirements Board
(CSRB) and other
C4l  Reguirements
Approval bodies

agenda, minutes of meetings, and
related documents

at OPR

destroy after 2 years.
AUTH: N1-AFU-90-3

at other than OPR

destroy after 1 year or
when no longer
required, whichever is
longer. AUTH: N1-
AFU-90-3

3 communications-
computer  systems
requirements
documents (CSRD)

documents used to describe the
required capability, justify the need,
and sarve as the validation and
approval documents for the need

at operating activity

destroy 1 year after
system satisfying the
requirement has been
decommi ssioned.

AUTH: N1-AFU-88-7

disapproved programming documents
and related documentation

cancelled programming documents
and related documents

documents relating to communications
service leasing

documents relating to requirements for
only software devel opment or changes

documents relating to telephone credit
or calling cards

at other activities

destroy 6 months after
completion and
acceptance  of  the
installation or project is
cancelled (test
specifications, test
results, and  other
recorded performance
data accumulated at
organizations  having
responsibility for
analysis of test and
performance will be
destroyed when no
longer needed) or when
no longer necessary,
whichever is later.
AUTH: N1-AFU-88-7

destroy 1 year after
disapproval.  AUTH:
N1-AFU-88-7

destroy 1 year after
cancellation. AUTH:
N1-AFU-88-7

use appropriate rulesin
table 33-16. AUTH:
N1-AFU-88-7

use appropriate rulesin
table 33-14. AUTH:
N1-AFU-88-7

use appropriate rulesin
table 33-14. AUTH:
N1-AFU-88-7
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TABLE 33-4 |
PROGRAM MANAGEMENT AND ACQUISITION |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
1 program status | controlled and uncontrolled reports destroy upon
reports related to a specific program or several completion of program
programs or when superseded,
whichever is sooner.
AUTH: N1-AFU-88-7
2 equipment lists, and | standard  facility lists, standard | at OPR destroy after facility
technical installation  instructions, technical removal or system
publications (See | publications with supporting termination.  AUTH:
Note 1) documents N1-AFU-88-7
3 at other than OPR destroy when
superseded or
rescinded, or when no
longer needed. AUTH:
N1-AFU-88-7
4 automation letter of agreement between destroy 5 years after
equi pment title | automation equipment vendor and AF facility removal or
transfer activity, indicating transfer of title of system termination.
an item of government-owned AUTH: N1-AFU-88-7
automated equipment for alike item of
contractor-owned automated
equi pment
5 hardware selection specifications for hardware, software, destroy 2 vyears after
and vendor support capabilities specific  configuration
of equi pment is
discontinued. AUTH:
N1-AFU-88-7
6 concepts of | broad outlines of how system will be use table 33-4, rule 16.
operations, used and how logistics and AUTH: N1-AFU-88-7
engineering, maintenance support will be provided
logigtics, and | after commissioning and deployment

mai ntenance
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TABLE 33-4 |
Continued. |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
7 facility documents showing what, where, and | at the facility | if the system is being

10

documentation.

how equipment is installed or planned
to be ingalled, including installation
records/drawings, program documents,
interim records, and base records, and
also includes, as appropriate, o